Select Job Adverts: 

Teaching Assistant 
Key skills for a teaching assistant include effective communication, empathy, patience, flexibility, and organizational abilities, alongside technical proficiency, teamwork, classroom management, and a passion for working with children to support their learning and well-being. 

Teacher
Key skills for a teacher include effective communication, classroom management, and adaptability to diverse student needs, alongside creativity in lesson planning and patience to guide learners. Effective teachers also possess strong empathy, good organization, and subject matter expertise, all while acting as leaders and role models for their students. 

Send Leader
SEND leader, key skills combine general leadership competencies with deep, specialized knowledge and a high degree of empathy. Send Leader require effective communication skills. 

Hlta
HLTA key skills include curriculum knowledge, classroom management, and the ability to work independently. HLTAs take on more responsibilities than standard teaching assistants, such as leading classes and assessing student progress, so they require a higher level of competency and professional expertise.

A wide range of skills and related dispositions are regularly considered as vital for schooling in the 21st century, including thinking skills, social and emotional skills, and attitudinal skills such as motivation and self-efficacy. (Lamb, S., Maire, Q. and Doecke, E., 2017). For professionals like a Teaching Assistant, HLTA, Teacher, and SEN Leader, many skills and knowledge areas overlap, focusing on student support and creating an effective learning environment. The primary difference lies in the level of responsibility, leadership, and specialization. Schools are complex, dynamic systems that require effective communication to meet the diverse needs of its stakeholders. (Salamondra, T., 2021).  


Task: two 
For a SEN LEAD a personal SWOT analysis can help identify my leadership, organisational, and people skills. The following is a framework to help me conduct this self-assessment. The use of the evaluation results to devise improvements to increase the effectiveness of the program and its services fulfils assessment and Evaluation of the CAS standards (Fullmer, P., 2009).

Strengths 
Reflect on the skills and qualities I bring to the role that will lead to successful outcomes for students, staff, and families. 
· Expertise in SEND: What specific areas of special educational needs (e.g., autism, dyslexia, social-emotional needs) am I particularly knowledgeable about?
· Leadership and influence: How do I effectively lead and motivate other staff members, such as teaching assistants, to implement inclusive practices?
· Communication skills: How do I build strong, trusting relationships with parents, colleagues, and external professionals? How do I adapt my communication style for different audiences?
· Strategic thinking: How have I successfully developed or improved the school's SEND policy or overall provision?
· Problem-solving: What complex situations have I navigated successfully by finding creative and practical solutions for students with high needs?

Weaknesses: 
Reflect on my limitations and areas where I may experience challenges. 
Time and workload management
· Prioritisation: Will I struggle to balance a busy and varied workload, which includes significant administrative tasks?
· Strategic vs. operational balance: Is a sizeable portion of my time spent on day-to-day administration rather than on strategic development? 

Knowledge and skills gaps
· Policy updates: Am I confident you are always aware of the most recent national and local policy changes?
· Addressing complex needs: Are there areas of need where my staff and I require more training or external support? 
Influence and perception.
· Whole-school buy-in: Will I face challenges in ensuring that SEN is a genuine whole-school priority, with buy-in from all staff?
· Resource allocation: Will I struggle to secure sufficient internal resources for SEN provision? 

Opportunities: External positive factors
Consider external developments and resources that could enhance my practice. 
· Continuing Professional Development (CPD): Can I identify relevant training for my staff and I, especially new CPD on topics like dyslexia and inclusive practice?
· Parent partnership: Could I develop new strategies for engaging parents, such as workshops or an enhanced link-book system?
· Technology: Are there modern technologies or software that could help me manage my administrative tasks more efficiently, freeing up time for strategic work?
· Inclusive culture: Could I lead initiatives to celebrate neurodiversity and promote a whole-school culture of inclusivity? 








Threats: External negative factors
Assess external challenges that could hinder my effectiveness. 
· Financial constraints: Are budget limitations a threat to securing the resources and specialist interventions needed for students?
· External agency capacity: Is there a risk that external agencies, such as health services or educational psychology, may not have the capacity to provide timely support?
· Policy changes: Am I prepared for potential future changes to national or local SEND policy? 


Evidence of my readiness to become a SEN leader can be shown through numerous examples from my career and education. Teacher education programs benefit from research collaborations across national and cultural settings, allowing them the possibility to co-learn what approaches may work in meaningfully adjusting their curricular organization. (Marin, E., 2021).


Evidence from academic achievements
· Expertise in legislation and policy: A Level 2 qualification introduces foundational knowledge of SEND legislation, while a Level 3 course provided a more practical understanding and deeper application of the policies.
· Data analysis: The Level 2 and Level 3 qualifications focus on various levels of data analysis in the context of Special Educational Needs and Disabilities (SEND). Level 2 introduces the fundamental concept of data in informing support, while Level 3 requires you to engage in more structured and evaluative data collection and analysis to inform interventions. 
· Specialist knowledge: A Level 2 qualification introduces foundational knowledge of common Special Educational Needs and Disabilities (SEND), and the barriers individuals might face. A Level 3 course progresses to a more practical and deeper understanding of a wider range of specific conditions and the strategies for supporting them.  


Evidence from work experience
· Effective leadership: At Level 2, my experience was focusing on demonstrating effective support within the framework provided by your supervisor.
· Contribute to teamwork: I participated in team discussions and conducted tasks to support the overall classroom for children with SEND.
· Demonstrate effective communication: I will build positive relationships with students and effectively relay observations and information to colleagues, ensuring clear communication within the team.


Evidence from extracurricular activities and wider interests
· Empathy and people skills: I Volunteered with a local youth group which showed me that I can care for others and respond with patience to their needs.
· Leadership and teamwork: I Mentored a colleague and student by sharing my knowledge and helped them develop new skills. 
· Organisation and time management: I planned and prepared an activity, for a music lesson. This required organisational skills.

Feedback from mentors and peers
· Growth mindset: My peer mentor during my training suggested I could improve my approach to a recurring task. I listened to their advice, adapted my method, and the task was completed more efficiently, showing my ability to take on innovative ideas for improvement.









Task: three

Short-term employment goal:
· Goal: Successfully streamline one major administrative process like a ECHP in my current role within the next 3-6 months.
· Why it is important: This goal will demonstrate my ability to manage a heavy workload and improve departmental efficiency. 
· How it aligns: By reducing time spent on administration, I can free up more time to focus on strategic responsibilities, such as staff training and direct support for pupils—core functions of a SEN leader. 
Long-term employment goal:
· Goal: Develop and implement a new, sustainable system for managing administrative tasks for the entire SEN department within the next 1-2 years.
· Why it is important: This goal demonstrates long-term vision and the ability to enact lasting, positive change. This will show that I can not only manage tasks effectively but can also create systems that empower others to do the same.
· How it aligns: This goal is directly applicable to a SEN leader position, where I am responsible for optimising departmental processes and ensuring efficient service delivery. 

Personal Development Plan for aspiring SEN Leader
Personal development as part of professional development is being legitimised.   (Day, C., 1994).  

Name: Khanam Mashuda
Role: SEN LEADER
Long-term career aspiration: Become an effective SEN Leader, driving strategic change and improving outcomes for pupils with SEND. 

Weakness 1: Time and workload management
Goal: Improve efficiency in administrative tasks to allow more time for strategic and leadership responsibilities. Classroom management encompasses many factors including management of subject matter, environment, discipline and time. (KHAN, K., TAHIR, D.T., ISHFAQ, D.U. and KHAN, A., 2017).  
Specific actions:
· Short-term (3 months):
· Activity 1: Conduct a weekly time log for one month to identify time-consuming, non-productive tasks.
· Activity 2: Implement a prioritisation system to focus on urgent and important tasks.
· Activity 3: Streamline one administrative process by implementing a new digital system or batching similar tasks.
· Long-term (12–18 months):
· Activity 1: Develop and introduce a more efficient whole-department administrative system, by delegating tasks or using technology.
· Activity 2: Lead a CPD session for your department on effective time management strategies, sharing your insights. 



Resources needed:
· Access to time management tools (apps, online trackers).
· Online courses or webinars on time management for educators.
· Mentorship or guidance from your current SEN leader. 

Measuring progress:
· Review your time log at the end of the first month and assess the percentage of time spent on administrative tasks.
· Get feedback from colleagues on the effectiveness of any new systems you introduce.
· Track the time saved per week from the streamlined process and redirect this time to strategic planning.  Levumi can help educators track children and thus provide support for learners. (Jungjohann, J., DeVries, J.M., Gebhardt, M. and Mühling, A., 2018).
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