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Job Description 

Learning Support Assistant 

 

 

 

WELCOME TO TWYFORD SCHOOL 

 

Twyford School is a successful co-educational, independent day and boarding prep school for 430+ pupils aged 

two to thirteen. Situated in the village of Twyford, near Winchester, the School is set within a truly enviable 

position of 30 acres of mature grounds, with a beautiful Queen Anne country house as its centrepiece. 

Surrounded by stunning Hampshire countryside, the School prides itself on being one of the oldest prep schools 

in the country. 

Our role is to give each child the most complete education – academic, cultural, emotional, physical – so that 

they, each and every one, can have the best start at living their best life, for themselves and for others.   It is as 

simple as that.   It’s all here – Twyford. The Complete Education. 

WORKING AT TWYFORD SCHOOL 

Twyford employs 120 staff (a mix of full-time, part-

time, term-time only and term-time (+) only) and 

engages a number of self-employed peripatetic 

visiting music teachers.   
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The success of the School and wellbeing of staff lies 

largely down to cooperation, trust and respect both 

between peers and the management team. Regular 

meetings and a newly launched appraisal system 

help to build a culture that is supportive and  

nurturing. Your colleagues will be supportive, 

friendly and welcoming and every day will bring new 

challenges and adventures. 

Lunch (during term-time) and tea/coffee and 

biscuits are provided free of charge, and we have 

access to an Employee Assistance Programme 

covering financial, mental and physical wellbeing. 

Additionally, we have death in service and income 

protection insurance as standard. 

During the school holidays the site remains a busy 

environment with the letting of the site to 

residential schools and holiday camps. 

For more information about the School, please visit 

our website www.twyfordschool.com 

 

ABOUT THE ROLE 

Twyford is looking to appoint a Learning Support Assistant (Prep – Year’s 3 to 8). 

The postholder will support our pupils across the curriculum to get the very best out of their education, 

working with pupils either in the classroom, one-to-one or in small groups. 

The postholder will liaise with teachers, parents and key personnel and will be professional, approachable and 

enthusiastic.  

Trustworthiness and reliability are essential, along with the ability to deal with sensitive and confidential 

information in a totally discrete manner complying with School policies. 

Whilst previous experience will be an advantage, training will be provided for the right candidate. 

 

Working Days:  It is a 35-week a year appointment, working 34 weeks plus 5 inset days. 

Hours:  The hours of the post are currently being finalised.  Minimum 28.5 hours guaranteed, maximum 33.75 

per week.   (There may be some flexibility for the right candidate) 

8.00am to 12.30pm Monday & Friday 

8.00am to 4.15pm Tuesday, Wednesday & Thursday, with a 30-minute unpaid lunch break.   

Line Manager: The Learning Assistant reports to the Head of Hub (SENDCo). 

Salary: Commensurate with experience. 

Pension:  The successful candidate will be auto-enrolled into the school’s workplace pension scheme.     

http://www.twyfordschool.com/
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Staff fee remission: Staff fee remission will be offered to the children of the successful candidate, following 

successful completion of the probationary period, subject to the School’s usual admission criteria being met.  

Full details are available upon request. 

Parking:  Parking is provided onsite. 

Lunch:  Provided FOC during term-time. 

 

RESPONSIBILITIES 

The key areas of responsibility are set out below.  This list is not intended to be exhaustive, but it does highlight 

the breadth of the role and the major tasks the post-holder may be reasonably expected to undertake. 

• Work with colleagues and parents in a professional manner which is conducive to and promotes the 

stated aims, vision and values of the School.  

• Liaising with parents via the home-school communication diary  

• Supervise and assist individual/small groups of pupils in activities set by teachers·  

• Familiarise self with pupils’ Special Educational Needs and ensure their access to the lesson and its 

content through appropriate clarification, explanations, equipment and materials and use of data ·  

• Build and maintain successful relationships with pupils, treat them consistently, with respect and 

consideration ·  

• Reinforce and promote independent learning and social skills by supporting pupils in groups · 

• Help pupils record work in an appropriate way and to develop study and organisational skills 

• Carry out structured classroom assessment /observation and feedback outcomes to the Class Teacher 

and Head of Hub 
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• Support the use of ICT in the classroom and develop pupils’ competence and independence in its use 

• Implement planned learning activities/ teaching programmes as agreed with the teacher 

• Adjust activities according to pupils’ responses as appropriate 

• Supervise pupils for specified periods including break-times when the postholder should facilitate 

games and activities 

• Support learning by arranging /providing resources for lessons/ activities 

• Keep records and liaise with teachers and the Head of Hub (SendCo) on the needs and progress of pupils 

you are working with 

• Attend relevant training, professional development activities and meetings to fulfil the role 

• Assist with the development and implementation of support plans 

• Respect and maintain confidentiality at all times 

• Play a full and active part in the life of the School, including attending occasional evening and weekend 

events as they arise. 

ALL STAFF ARE EXPECTED TO: 

• Follow the School’s safeguarding policy and procedures and to ensure the wellbeing of all pupils is 
their highest priority 

• Comply with the School’s Health & Safety Policy 

• Contribute to the day-to-day running of the School and follow its policies and procedures, having 
due regard for the Health and Safety of self and others 

• Demonstrate a commitment to improving and developing the organisation’s processes and 
facilities 

• Treat each pupil and each other as an individual with courtesy and respect 

• Participate in performance and development reviews and take part in relevant training 
programmes identified by the postholder and by the School 

• Carry out any other reasonable duties as requested by the Headmaster or Bursar. 

HOW TO APPLY 

We hope, having read the brochure and researched our School, that you will now be ready to apply. Application 

forms can be found on our website, or requested from, and sent back to:   

Twyford School, High Street, Twyford, SO2 1NW 

Phone: 01962 712269 

Email: hr@twyfordschool.com 

Applicants must be willing to undergo pre-employment safer recruitment checks in accordance with the 

Department for Education’s Guidance on Keeping Children Safe in Education. Twyford School is committed to 

safeguarding and promoting the welfare of children and young people and expects all staff, contractors, 

Governors and volunteers to share this commitment. 

mailto:hr@twyfordschool.com


 

 
5 

 

The School: 

• Values diversity and is committed to equality of opportunity 

• Has a responsibility to ensure that all employees are eligible to live and work in the UK 

• Will take up references and social media searches on short-listed candidates. 
 

Applications should be received by the School by 12 noon on Wednesday 30 November 2022.  Interviews will 

be w/c 5 December and will include an opportunity to tour the School. Shortlisting will take place following the 

closure of the advertisement. Applicants should provide: 

• A fully completed application form 

• A letter of application addressed to Mrs Fiona Kelly, Deputy Head Academic 

Please note: This vacancy may close prior to the stated date and interviews will take place as a suitable field of 

candidates is obtained. Early submission of applications is recommended. 

All applications will be acknowledged by email. If you have not received an acknowledgment within two working 

days of sending, please contact Vanessa Chapman by telephone on 01962 712269. 

PERSON SPECIFICATION 

 Essential Criteria Desirable Criteria Measured 
by 

Education and 
qualifications 

Strong secondary education in English and 
Maths 

 

Excellent verbal communication and written 
skills 

 

Basic working knowledge of Microsoft Office 

Level 2 or above in 
Childcare 

 

 

 

 

Application 
and 
interview 

Skills and 
abilities  

Ability to assist children on an individual, group 
or class basis whilst working as a member of a 
team 
 
Explain tasks simple and clearly using clear 
language 
 
The ability to work with children one to one and 
in small groups to support their learning 
 
Be able to encourage and enable children to 
develop to their full potential  
 
 

 Application 
and 
interview 

Experience 
and 
knowledge 

Knowledge and understanding of: 
• The needs of children in Key Stage 2/3 

Experience of working 
with children either in 

Application 
/ Interview 
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• Child development and the way children 
learn 

 

paid employment or in a 
voluntary capacity  

Knowledge of on-line 
learning platforms 

Other Communicate effectively with pupils, academic 
staff and parents 
 
Build and maintain professional relationships 
and work effectively within a team.   
 
Have a friendly attitude and a caring and flexible 
approach 
 
Be patient and calm 
 
Work with tact and discretion, maintain 
confidentiality 
 
Be committed to the personal welfare and 
safeguarding of children 
 

 Interview 


