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Job Description – Midday Supervisory Assistant (MSA)

Little Reddings Primary School
	Post Title
	Midday Supervisory Assistant (MSA)

	Purpose
	To prepare the dining room for school lunches and clear away afterwards and to supervise Pupils whilst they eat lunch

	Reporting to
	Headteacher 

	Liaising with
	Headteacher, Senior Leadership Team, teaching and support staff.

	Working Time
	10 hours per week Monday to Friday, as per working day schedule

	Salary/Grade
	APT & C Points 6, plus London Fringe (FTE currently £15,014 p.a. + £840 p.a.) paid pro rata for the hours worked

	Disclosure Barring Service
	Enhanced

	MAIN (CORE) DUTIES

	Operational,  Strategic Planning:

	· Prepare the layout of the tables in preparation for lunch including laying up tables.

· Supervise the pupils when they are in the dining room eating lunch. 

· Clear up the dining room after the lunch break including clearing any food and wrapping left on the tables, wiping the tables and sweeping the floor.



	Staff Development:

	· To take part in the school’s staff development programme by participating in arrangements for further training and professional development

· To work as a member of a team and contribute positively to effective working relations within the school
· To engage actively in the Performance Appraisal Review process
· To attend relevant in-service training.

	Standards and quality assurance:

	· Support the aims and ethos of the school
· Set a good example in terms of dress, punctuality and attendance
· Follow and uphold school policies
· Participate in staff training
· Appreciate and support the roles of other professionals; 

· Attend and participate in relevant meetings as required; 

· Liaise, advise and consult with other members of the team supporting the children as appropriate; 

	Communication:


	· To follow agreed policies for communications in the school

· Attend meetings as required 

· To prepare and provide reports as required

· To be aware of in-school procedures and confidential issues and to keep confidences appropriately

	Management of Resources:


	· Moving and carrying dining tables and chairs at the beginning and end of the shift.

	Other Specific Duties:

	· to play a full part in the life of the school community, to support its Strategic Commitment, Purpose and Intent and to encourage staff and students to follow this example

· to promote actively the school’s policies

· to continue personal, professional development

· to actively engage in the school’s self-review and evaluation processes

· to actively engage in the school’s Appraisal of Performance processes

· to comply with the school’s Health and Safety Policy and undertake risk assessments as appropriate

· to attend meetings as determined in the meetings policy and as directed by the Headteacher
· to comply with the school’s procedures concerning safeguarding and to ensure that training is accessed

	All support staff may be required, from time to time, to work as directed by the Headteacher to provide cover for administrative functions within the school.  This may include exam invigilation, student supervision and other duties not normally detailed elsewhere within their job description.
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