
 

 Job Descript ion  & Person Specif icat ion  

 

1. JOB TITLE Emotional Literacy Support Assistant - ELSA 
 

 

2. GRADE PS5/PS6 
 

 

3. DBS REQUIREMENTS Enhanced 
 
 

4. Hours 36 hours per week, term time only 
 

 

5. SUPERVISED BY Deputy Principal/Senior Leadership Team 
 

 

6. SUPERVISION EXERCISED Directly: None 
 

  Indirectly: None 

 

 

7. CONTACTS Internal: Teachers, LSAs, therapists,  
 Psychologists 

  
External: Families, Social services, Youth offending 
service 

 

 

 

 

 



 

Job Descr ip t ion  

Duties and responsibilities 

 

Aims and purpose of the job: 
 
Support for pupils 

 Support learning activities for all pupils by maintaining awareness of the stages of development and 

individuals’ specific needs and giving positive encouragement and feedback to ensure pupils are 

reaching their full potential. 

 

 Develop and promote positive relationships with pupils by communicating effectively, allowing 

them to feel valued and listened to and encouraging questions and ideas. 

 

 Contribute to the health and well-being of pupils through the support of safeguarding for pupils by 

ensuring a safe environment, and following policies and procedures at all times. 
 

 To occasionally supervise whole classes as required. 
 

 Ensure pupils safety and access to learning activities. 

 

 Give regular feedback on pupil progress to the class teacher and file records. 
 

 Establish good relationships with all pupils, being an excellent role model by presenting a positive 

personal image and responding appropriately to individual needs. 

 

 Promote the inclusion and acceptance of all pupils. 

 

 Set challenging and demanding expectations and promote self-esteem and independence. 

 

 To attend meetings with various outside agencies if required. 

 

 Plan and deliver individualised programmes of support for children to develop their emotional 

literacy, including: 

- awareness of own and other people’s emotions 
- development of an increased range of emotional vocabulary 

- management of stress, grief, anger and conflict 

- development of social interaction skills 

- development of the ability to initiate and maintain friendships 

- promotion of a realistic self-concept and good self-esteem 

 Plan and deliver programmes of support to small groups of children to develop social and friendship 

skills. 
 



 

 Write succinct sessions plans and add subsequent evaluative comments. 

 

 Liaise with teachers and other support assistants about the needs and progress of children receiving 

support. 

 

 Share knowledge and ideas from training/supervision sessions with other school staff as 

appropriate. 

 

 Meet regularly with line manager to review ELSA work. 

 

 Work within own competencies and level of development, under the guidance of the line manager. 

 

 Liaise with parents in line with school policy. 

 

 Create and maintain a purposeful, orderly and supportive environment, in accordance with lesson 

plans and assist with the display of pupils’ work. 
 

 Contribute to the planning and evaluation of teaching and learning activities by being clear of own 

role in delivery, sharing realistic ideas, offering constructive suggestions and giving feedback where 

appropriate. 
 

 Support with the delivery of learning activities in the absence of the teacher, e.g. when providing 

cover supervision or working with pupils outside of the classroom; however, learning activities 

should take place under the direction and supervision of a qualified teacher in accordance with 

arrangements made by the Headteacher of the school. 

 

 Working alongside the class teacher to ensure that learning resources and materials are ready for 

use in activities whilst recognising and minimising potential hazards and making adjustments where 

necessary. 

 

 Assist in the development and implementation of behaviour management strategies. 

 

 Assist with the planning of learning activities. 

 

 Monitor pupils’ responses to learning activities and accurately record achievement/progress as 
directed. 

 

 Undertake pupil record keeping and updating records, information and data, producing reports as 

required. 

 

 Provide detailed and regular feedback to teachers on achievements, problems etc. 

 

 Promote excellent pupil behaviour and adhere to the school behaviour policy. 
 



 

 Establish constructive relationships with parents/carers and report on information from 

parents/carers to the teacher. 
 

Support for the Curriculum 

 Support pupils in activities to develop their literacy and numeracy skills by having an awareness of 

individual needs, learning targets, and the relevant support required to assist pupils’ development, 
offering encouragement and feedback where appropriate. 

 

 Prepare and effectively use ICT within the classroom environment to support and promote pupils’ 
learning in ways that are stimulating and enjoyable for pupils according to age, needs and abilities. 

 

 Assist in the whole planning cycle, including the contribution to the development of lesson/work 

plans and managing and preparing resources. 

 

Support for the school 

 Be aware of and comply with policies and procedures relating to child protection and safeguarding, 

health, safety and security, confidentiality and data protection, reporting all concerns to the 

appropriate person.  

 

 Contribute to the development, implementation and evaluation of the school’s policies, practices 

and procedures, so as to support and promote the school’s values and vision 

 

 Make a positive contribution to the wider life and overall ethos/work/aims of the school.  

 

 Appreciate and support the role of other professionals. Maintain good relationships with 

relationships and work together as a team. 

 

 Attend and participate in relevant meetings, as directed.  

 

 Participate in training and other learning activities and performance development, as directed.  

 

 Assist with the supervision of students during lessons, transitions and at break and lunchtimes.  

 

 Accompany other staff and students on visits, trips and out of school activities as directed.  

 

 Assist in maintaining high standards of health and safety at all times 

 

 Promote excellent pupil behaviour and adhere to the school behaviour policy. 

 

 Develop and maintain effective working relationships with other practitioners, drawing on their 

strengths and expertise in order to best support teaching and learning. 



 

 

 Assist with the supervision of discreet groups of pupils for short periods when the teacher is not 

present. 

 

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

and develop. 

 

 Attend relevant meetings including weekly planning meetings 

 

 Support the culture and ethos of the school and be an excellent role model. 

 

 Contribute to maintaining accurate pupil records following relevant procedure and ensuring 

confidentiality at all times. 

 

 Actively promote equality and diversity, recognise and actively challenge stereotyping, prejudice 

and discrimination, ensuring that these principles permeate all working practices. 

 

 

Professional learning and development 

 To be a reflective practitioner, evaluating and improving own practice in order to have a positive 

impact on students’ development. 

 

 To contribute to the school’s development by sharing professional learning, expertise and skills with 
others, and participating in collaborative learning opportunities. 

 

 To take full advantage of any relevant training and development available and undertake any 

necessary professional development as identified in the school evaluation and development plan 

and the performance management process. 

 

 To develop and enhance expertise in supporting students with complex social, emotional and mental 

health needs by attending training and working alongside relevant internal and external 

professionals, such as psychologists and therapists.  

 

 To take responsibility for personal professional development to inform and extend professional 

practice to secure improvements in student progress. 

 

 To undertake any other task deemed appropriate by the principal. 

This post is classed as having a high degree of contact with children or vulnerable adults and is exempt 

from the Rehabilitation of Offenders Act 1974. An enhanced disclosure will be sought through the Data 

and Barring Service (DBS) as part Orchard Hill College & Academy Trust’s pre-employment checks 

 



 

Person Speci f icat ion and Select ion Pr ocess  

Emotional Literacy Support Assistant - ELSA 
This person specification will be used for recruitment to the Emotional Literacy Support Assistant role. It will form the 

basis of the application form, and candidates will also be assessed against aspects of this person specification at 

interview. 

 
Criteria Essential  Desirable  Assessment 
GCSE grade C or Level 2 equivalent functional 
skills in English and Maths 
 

 
√ 

 Application form and 
certificates 

Foundation degree or Level 5 relevant 
qualification/skills 
 

 
 

 
√ 

Application form and 
certificates 

Safeguarding training (level 2 or above)  √ Application form and 
certificates 

Emotional Literacy Support Assistant (ELSA) 
Training/Certificate 

 √ Application form and 
certificate 

Experience of ensuring that the school 
Safeguarding and child protection policy is 
adhered to and concerns are raised in 
accordance with the policy 

√  Application form and 
interview question 

Experience of working with young people with 
Social, Emotional and Mental Health difficulties 
and/or challenging behaviour 
 

 
√ 

 
 

Application 
form/interview 
question 

Experience of working with students with a range 
of Special Educational Needs such as ADHD and 
ASD. 

  
√ 

Application 
form/interview 
question 

Understanding of alternative and therapeutic 
interventions for student progression. 

  
√ 
 

Application 
form/interview 
question 

The ability to work effectively as part of a team, 
but also to use initiative within the guidelines set 
by the school with tact and diplomacy 
 

 
√ 

 
 

Application 
form/interview 
question 

The ability to recognise and be sensitive to the 
individual needs of students/has warm and caring 
personality. 
 

 
√ 

 Interview question 

Evidence of proficient Information Technology 
skills and the confidence and willingness to use 
and develop them 
 

 
√ 

 
 

Application 
form/interview 
question 



 

Effective and professional communication skills 
with the ability to engage young people and 
adults.  
 

 
√ 

 Application 
form/interview 
question 

A willingness to increase own knowledge and 
understanding of social and emotional difficulties 
and mental health. 
 

 
√ 

 
 

Interview question 

Highly adaptable and flexible. 
 

 
√ 
 

 Interview question 

Ability to work in a way that promotes the safety 
and wellbeing of students. 

 
√ 

 

 Application 
form/interview 
question 

Experience of working with multiple agencies √ 
 

 
 

Interview question 

Willing to learn and undertake training 
appropriate to the role 

√ 
 

 Interview question 

Experience of working with parents or a 
willingness to undertake training 

√ 
 

 Interview question 

An understanding of how an additional adult in a 
classroom can add to progress 

√ 
 

 Interview question 

Is able to gain the confidence of children who are 
behaviourally challenging or socially withdrawn 

√ 
 

 Interview question 

Knowledge and experience of delivering high 
quality interventions for learning. 

 √ 
 

Interview question 

Use basic technology – computer, video, 
photocopier etc. 

√ 
 

 Interview question 

Knowledge of basic first aid  √ 
 

Interview question 

Current driving licence and own transport. 
 

 √ 
 

Application 
form/interview 
question 

 

 

As part of Orchard Hill College& Academy Trust’s pre appointment checks, current and past 
employers will be contacted for short listed candidates 

Any discrepancies or anomalies, and/or issues from references will be discussed at interview with 

shortlisted candidates. 

 


