
Pennine View School 
 

Job description: 
Project Support Worker – Early Help 

 

Salary and grade          Grade 7 Spinal points 12-20 
 
                                        33.5 hours per week, term time only + 3 days  
 
Line manager/s:           Headteacher / Deputy Headteacher 
 
 
Business Support  

- To ensure confidentiality, where appropriate is a high priority  
- Receive, filter and redirect enquiries as appropriate  
- To display excellent interpersonal skills when dealing with a range of stakeholders  
- To manage and coordinate calendars and to undertake diary management  
- To logistically organise key events including agendas, hospitality, high level administrative support 

and training events  
- To have responsibility for the ordering of resources, replenishing of materials and stock as 

appropriate to the smooth running of the school  
- Liaising with external agencies in a professional manner  
- To support with executive and administrative support by:  

- organising and facilitating meetings including transcribing notes  
- preparing and tracking actions and follow up on outstanding actions in advance of meetings  
- managing projects relating to School Improvement alongside senior colleagues  

- To have compliance with, policies and procedures relating to child protection, health safety and 
security, confidentiality and data protection, reporting all concerns to an appropriate person  

 
Working to developing self and working with others  

- To behave with all staff in a manner which creates and maintains a positive culture  
- To acknowledge the responsibilities and celebrate the achievements of individuals and teams  
- To develop and maintain a realistic culture of high expectations for self and for others and take 

appropriate action when performance is unsatisfactory  
- To regularly review own practice, set personal targets and takes responsibility for own personal 

development  
 
Support for the school:  

- Be aware of and comply with policies and procedures relating to child protection, health, safety and 
security, confidentiality and data protection, reporting all concerns to an appropriate person.  

- Be aware of and support difference and ensure all pupils have equal access to opportunities to learn 
and develop.  

- Contribute to the overall ethos, work and aims of the school. 
-  Appreciate and support the role of other professionals.  
- Attend and participate in relevant meetings as required.  
- Participate in training and other learning activities and performance development as required.  
- To undertake other duties and responsibilities as required from time to time commensurate with the 

grade of the post. 

Post title  
 
 



Pennine View School 
 

 

Job description: 
Project Support Worker – Early Help:  
- Establish constructive relationships with pupils and interact with them according to their individual 
needs.  
 
- Promote the inclusion and acceptance of all pupils.  
 
- Encourage pupils to interact with others and engage in activities.  
 
- To support the school in formulating and implementing policy, procedure and practice in terms of 
safeguarding. 
 
- To act as the Lead on Early Help cases as and when the need arises  
 
- To arrange and chair Early Help meetings and upload relevant information to children and young 
peoples’ plans. 
 
- To work with multi agencies to ensure all pupils’ needs are adequately met  
 
- Ensure regular and detailed feedback to the wider workforce on pupils’ care needs 
 
- Establish and maintain constructive relationships with parents and carers.  
 
- To work alongside the DSL to ensure that pupils are safeguarded 
 
- Maintain accurate records.  
 
 
 

 

 

 

 

 

 

 



Pennine View School 
 

Person Specification: 
Ability to work on own initiative with minimal supervision and be able to communicate 
effectively  
 
To have an organised and thorough approach to work  
 
To manage paper and electronic filing systems in line with GDPR & Safeguarding practices  
 
To work on projects through from start to finish managing time and tasks effectively  
 
To manage a heavy workload and at times conflicting priorities as well as tracking progress on 
a wide range tasks  
 
Ability to remain calm under pressure showing resilience and the ability to prioritise work 
with competing deadlines  
 
Ability to establish effective relationships at all levels, dealing sensitively with people to 
minimise conflict  
 
To ensure typing skills are excellent and have the ability to draft own correspondence  
 
High levels of literacy, numeracy and oracy.  
 
Ability to demonstrate continuous professional development.  

 

 

 

 

 

 

 

 

 

 

 


