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POS IT ION STATEMENT  

SPECIAL NEEDS EDUCATION 
ASSISTANT (SECONDARY 
SCHOOL) 

 

ROLE PURPOSE  

The POSITION is responsible: 

• To support the College’s main objective of teaching and learning of students through assisting the teacher 

in delivering planned education programs and encouraging a supportive and inclusive learning environment. 

 

KEY RESULT AREAS AND RESPONSIBILITY 

K E Y  R E S U L T  A R E A :  O P E R A T I O N  

Under the direction of the Head of Learning Enhancement, the Secondary Education Assistant will support 

teaching staff to maximise the learning outcomes for students who need significant adjustments, accommodations, 

and interventions to their learning programs. 

 

It is expected that the Education Assistant will perform duties and responsibilities in the within the following range: 

 

• Assist the classroom teachers in the delivery of planned education programs with specific goals and targets that 

are outlined in the students' Individual Education Plan. 

• Work with individual students or in small groups, on activities planned by the teacher, this may include scribing, 

note-taking, clarifying teacher instructions, editing, organising student materials and general supervision.  

• Assist students to comply with teacher instruction. 

• Prepare equipment and materials specific to the student’s needs in accordance with the classroom teacher. 

• Provide assistance during class activities, as required, to ensure maximum student participation in the 

educational programs. 

• Report on student progress and difficulties directly to the Head of Learning Enhancement. 
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• Develop an effective, positive relationship with all students in the class.  

• Attend professional learning activities negotiated with Head of Learning Enhancement. 

• Develop a close working relationship with the classroom teachers and members of the Learning Enhancement 

team. 

• Stimulate and encourage student’s independence, growth and personal development. 

• Assist the teacher with the general care and well-being of students, including attending to students with minor 

illnesses e.g. colds, or students in need of minor first aid. 

• Assist the students with arrival and departure routines, and preparation for learning as required. 

• Assist students with personal care and hygiene issues when necessary. 

K E Y  R E S U L T  A R E A :  A D M I N I S T R A T I O N   

• Assist with the management of resources by maintaining and updating inventory lists, monitoring needs and 

requirements, and reporting these directly to the Head of Learning Enhancement. 

• Provide administrative support to the classroom teacher. 

K E Y  R E S U L T  A R E A :  P R O F E S S I O N A L  D E V E L O P M E N T    

• Undertake activities to maintain personal professional growth appropriate to their own needs and the needs of 

the school. 

K E Y  R E S U L T  A R E A :  P A S T O R A L  C A R E  

• Provide appropriate pastoral care to students, both within and outside of the classroom. 

• This support extends to attendance at camps where special needs students attend. 

• Equal Opportunity to ensure due respect is provided to all. 

K E Y  R E S P O N S I B I L I T Y :  D U T Y  O F  C A R E  

• To maintain and promote the principles of Occupational Safety and Health within the workplace in 

accordance with policy, including taking appropriate action in relation to identified hazards and risks to 

ensure the safety of self and others. 

 

“Schools and teachers owe a duty to take reasonable care for the safety and welfare of all students in the school. The duty 

requires schools and teachers to take all reasonable steps to ensure the safety and welfare of students from both known 

and reasonably foreseeable risks of harm and/or injury.” AISWA Duty of Care Policy 1105.doc. 

K E Y  R E S U L T  A R E A :  P E N R H O S  C O L L E G E  M I S S I O N  A N D  E T H O S  

• To actively promote and support the College’s educational, spiritual and Co-Curricular ethos. 

• To undertake activities to maintain personal professional growth appropriate to you and the College’s 

needs. 

• To work co-operatively and collaboratively as a member of a team. 

• To engender a spirit of continuous improvement to ensure that your contribution to the College is at the 

forefront of progressive education.  
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• To support and promote the principles of Equal Opportunity to ensure due respect is provided to all. 

• To understand that everyone plays a critical role in preventing any forms of sexual harassment on campus, 
not only for students, but of their colleagues as well. A safe and respectful environment starts with all staff 

understanding their duties and ensure that their colleagues feel safe, and recognise that they are 

supported, protected and understand the reporting options. 

 

 

SELECTION CRITERIA  

Q U A L I F I C A T I O N S :  

Essential:  

• To hold an Education (Teachers’) Assistant Certificate qualification from a recognised education institution. 

• Certificate IV in Education Assistant (Special Needs) 

• To hold, and keep current, Senior First Aid Certificate.  

• Current Crimtrac Criminal History Check through DET or National Police Clearance. 

• Current Working with Children card (WWC). 

E X P E R I E N C E :  

Essential:  

• Experience working with Secondary School aged students. 

• Experience working with students with broad spectrum autism  

S K I L L S  &  A T T R I B U T E S :  

Essential: 
 

• Ability and willingness to uphold and role model the College values of Respect, Empathy, Integrity, Knowledge, 

Growth and Synergy 

• Ability to assist the teaching in integrating Information and Communication Technology skills into the 

teaching/learning program 

• Ability to maintain and develop professional and positive relations with all stakeholders including parents 

• Knowledge of current educational trends 

• Excellent organisational skills that will assist in the delivery of effective educational programs to students 

• Sound oral and written communication skills, including the ability to interact with students, parents and teaching 

professionals 

• Excellent interpersonal skills 

• A professional attitude in the performance of all tasks 

• Ability to assist with the general health and well-being of students 

• Ability to work cooperatively and collaboratively as a member of a team 
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AUTHORISATION 

Prepared by: People Services   

Authorised by: Principal & Director of People Services  

Approved by: Principal   

Date: December 2024 

 

 

Statement of Commitment to Child Safety and Wellbeing 

 

All children and young people who come to Penrhos College have a right to feel and be safe. We are committed 

to providing a child safe and child friendly environment, where children and young people are safe and feel safe and 

are able to actively participate in decisions that affect their lives. 

 

We have a zero tolerance for child abuse and other harm and are committed to acting in student’ best interests 

and keeping them safe from harm. 

 

The College regards its child protection responsibilities with the utmost importance and as such, is committed to 

providing the necessary resources to ensure compliance with all relevant child protection laws and regulations and 

maintaining a child safe culture.  

 

Each member of the College community has a responsibility to understand the importance and specific role that 

they play individually and collectively to ensure that the wellbeing and safety of all students is at the forefront of all 

that they do and every decision that they make.  

 

 

Penrhos College is an Equal Opportunity Employer and Provides a Smoke Free Campus 

The College recognises that Position Statements are dynamic documents, which are reviewed biannually or as required. 

 

 

 

 

 

 


