Job Description
Clara Special School

Post title:

Parent Support Officer




(Part-time 25Hrs)

Departments:

Curriculum Advice Support Service

Grade:


Administrative officer

Section:

Curriculum Advice Support Service

-------------------------------------------------------------------------------------------------

Responsible to:
Line management support and support for project development will be provided through the Board’s ‘Parent Support Programme’

Responsible for:
N/A

Functional Links

 with:


Education Welfare Service;




Educational Psychology Services




Teams within Curriculum Advice




Support Service;




A range of other Statutory,




Community/Voluntary Organisations

Parents/careers and young people in the communities that are the ‘catchment’ areas for the school

-----------------------------------------------------------------------------------------------------




Main purposes of the job:

To support the development of a key aspect of a ‘whole school’ approach to involving and supporting parents in the education system.

The Parent Support Officer will utilise a model of practice that has been developed through the work of the Board’s Parent Support Programme and examination of other examples of good practice and research.

She/he will work intensively with parents/careers and young people in order to provide support.  The particular emphasis of this week is on developing contact with vulnerable parents and children in the school and community and delivering ‘need’s led’ programmes of support in a diverse way.  This will be done with the support of a range of partners who will form a support structure and will be multi disciplinary in nature. 

Major Duties and Responsibilities:

Job Areas

Work with Parents/Carers

Develop contact with parents/carers of full-time pupils in the school.

Ensure the development of ‘needs led’ programmes in support of parents/carers including programmes that are curriculum related and have a direct relationship to work that is on-going in the school and with the children themselves e.g. behaviour management strategies.

Provide support to parents/carers in a variety of ways and within a flexible working approach.

Undertake home visits in order to establish relationships based on respect and trust with parents/carers of families

Negotiate ‘whole family’ work as appropriate (subject to training)

Encourage links between parents and community groups which could support families during weekend’s evenings and during holiday periods and when the children leave Clarawood.

Undertake residential and evening work as appropriate in order to further enhance learning opportunities for parents/carers and children or young people and consolidate work undertaken with them.

Ensure that parents can access opportunities to undertake facilitator training.

Ensure that parents, teachers and members of the partnership group established to oversee the project have opportunities to participate in joint initiatives aimed at increased co-operation, capacity building and further development of the work.

------------------------------------------------------------------------------------------------------

Develop facilities including a ‘Parents Room’ and crèche facilities (when needed) in the school in order to ensure parents can access ‘drop-in’ support and attend courses. 

Develop a parent’s resource point in the school to include a range of materials reflecting the different facets of support and programming aimed at supporting parents and their children, and which could be used by parents at home.

Working in partnership:

Liaise with relevant agencies/disciplines to promote an integrated, holistic approach to service delivery and ensure that there is a wide resource pool to support the programme.

To promote active co-operation between the home, school and community in supporting vulnerable children.

Work alongside practitioners from other disciplines to ensure school staff are involved in the development of the initiative. 

Administration/Finance:

Be responsible for all the administrative and financial matters relating to the work.

Produce monthly and annual reports. 

Manage the budget for the parenting programme so that it is spent in a timely and efficient manner.

Establish appropriate recording mechanisms in relation to the work.

Monitor the project’s development and the progress of the participants against targets on a monthly basis

Applicants will be required to undertake any other duties that may be relevant to the post.  

Personnel Specification:

Applicants must at the closing date of receipt of the application:

Be an Education Welfare Officer; Social Worker; Teacher; Community/Youth Worker; Accredited counsellor/psychotherapist

Have a minimum of 5 years experience of working within a community setting and with young people and families.

Have a thorough knowledge and understanding of current initiatives and practices in schools.

Have an understanding of provision within the Special Education Sector.

Have experience of multi disciplinary/multi agency working. 

Be able to work as part of a team.  

Have experience of designing and delivering training to adult groups and children/young people.

Have an understanding and experience of dealing with child protection procedures.

Hold a current driving licence and have access to a car for business purposes.

Knowledge and Skills:     

Applicants must:

Have a good knowledge of children’s development.

Have a good understanding of local community issues.

Have good interpersonal and organisational skills.

Be a competent communicator, written and oral.

Be committed to working in partnership with others.

Be experienced in the designing and delivering ‘needs led’ programmes to a range of groups.

Have an understanding of current legislation pertaining to the education sector, parents and children/young people.

Be committed to working in a way that is respectful of the rights of parents/carers and children/young people.

Be committed to working in a way that is ‘inclusive’ of parents/carers/children and young people.

Be able to advocate on behalf of parents, children/young people.

Have an understanding of the issues affecting parents and being raised by parents.

Be able to demonstrate creative working practice.

Be ICT Literate

Conditions of Service:

The person appointed will be employed under Curriculum Support Service.  He/she will be based in the Clarawood School.  The duties of the post will extend beyond normal office hours and will include residential/weekend and evening work.  The officer will be expected to devote such time to his/her duties as is required by the exigencies of the post and may not undertake any other paid employment without prior permission of the board.  A system for calculating toil will be in operation.

