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	Skills Based Matrix 
	



Education Welfare Assistant
	
	Skill
	Evidence or Examples of these skills
	Weighting
	Score
(out of 5)
	Total

	
	Education and Qualifications

	1
	English and Mathematics GCSE or equivalent – please provide evidence
	
	2
	
	

	2
	Relevant personal/professional qualification /development in the last three years – please provide evidence
	
	2

	
	

	
	Experience

	3
	Effective communication with parents/carers and undertake first day contact
	
	4
	
	

	4
	Plan strategies and interventions to meet individual students needs
	
	4
	
	

	5
	Provide advice and guidance to families to improve self-esteem and support student progress
	
	4
	
	

	6
	Implement action plans with parents/carers and monitor and report on progress and achievements
	
	4
	
	

	7
	Signpost parents/carers to support and guidance
	
	4
	
	

	8
	Support strategies to improve attendance and behaviour
	
	4
	
	

	9
	Work with external agencies
	
	4
	
	

	10
	Absence Management, for example - liaise with other staff on persistent absentees, follow through on incomplete registrations and reasons for absence
	
	4
	
	

	11
	Maintain pupil records and case files
	
	4
	
	

	12
	Wider school contribution
	
	4
	
	

	
	Skills and Attributes

	13
	Knowledge and experience of using ICT including Microsoft packages such as Excel, Word and Outlook 
	
	3
	
	

	14
	Good communication
	
	3
	
	


	Personal Qualities
	

	15
	Skills in organising multiple tasks and projects
	
	10
	
	

	16
	Reliable with an excellent record of attendance and punctuality (absences due to maternity and/or disability will not be taken into consideration)
	
	10
	
	

	17
	No disciplinary record
	
	10
	
	

	18
	High Expectation of behaviour, take responsibility for promoting good behaviour in the school in accordance with the schools behaviour policy
	
	10
	
	

	19
	Uphold the Brooke Weston Trust Values
	
	10
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