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	Job Title:
	Virtual School Education Officer
	Pay Band: 
	9



	Job Purpose: 

	To promote the educational outcomes of Children Looked After Children.


	Valued Behaviour Level:
	2 

	JE reference 
	E3394

	What are you expected to do?

1. Monitor and analyse attainment, attendance, behaviour and exclusion data to identify risk and target support. 
2. Support smooth transitions between educational phases, including post‑16 pathways and moves arising from changes in care or education placement.
3. Ensure all children have high‑quality, ambitious and child‑centred Electronic Personal Education Plans (EPEPs). 
4. Provide guidance, advise and challenge to schools and social workers where attendance or academic progress is a concern, including oversight of exclusions and part‑time timetables.
5. Advocate for children and young people at statutory meetings and reviews. 
6. Liaise with Virtual Schools and SEND Teams in other authorities to secure timely admissions and placement changes for out‑of‑area children. 
7. Work collaboratively with multi‑agency partners, including SEND and mental health services, to address barriers to learning and plan alternative education packages where needed.  
8. Oversee and quality‑assure requests for Pupil Premium Plus funding. 
9. Contribute to and deliver training for Designated Teachers and other professionals. 
10. Promote wellbeing through coordination of events and holiday activities. 
11. Provide advice within foster carer support groups. 
12. To support children Looked After by the authority who are in custody. 
13. Contribute to Virtual School strategic development, including policy, practice and training improvements. 


	




Person Specification
	
Criteria No.
	Attribute
	Essential
(E)
	Desirable
(D)

	
	Qualifications & Education
	
	

	1
	Hold an NVQ Level 3 or equivalent in a recognised professional qualification to the service specialise. 
	E
	

	2
	Education to degree level.
	
	D

	3
	Hold a qualification in relevant field (QTS/ relevant field/ trauma informed practice). 
	
	D

	
	Experience & Knowledge
	
	

	4
	A minimum of three years’ experience working directly with children and young people, including those who are vulnerable (e.g., Children in Our Care, SEND, SEMH). 
	E
	

	5
	Have a strong knowledge of the education system, including progress measures and statutory frameworks for Looked After Children (CLA) from Early Years through to Higher Education. 
	E
	

	6
	Understanding of safeguarding, trauma, attachment and the impact of adversity on learning. 
	E
	

	7
	Experience interpreting and applying relevant legislation, policy and procedures.
	
	D

	8
	Knowledge of Virtual School functions and the challenges faced by Children In Our Care in education.
	E
	

	9
	Experience in supporting schools or educational settings to improve outcomes for learners, particularly vulnerable learners. 
	E
	

	10
	Experience of working in multi‑agency environments and navigating complex systems.
	E
	

	11
	Understanding and experience of educational progress measures and attainment. 
	E
	

	
	Skills
	
	

	12
	Ability to analyse and interpret information to identify patterns, risks and solutions and effective action. 
	E
	

	13
	Skilled in multi‑agency collaboration to maximise support for children and families.
	E
	

	14
	Strong verbal and written communication, including report writing and professional contributions to meetings.
	E
	

	15
	Ability to work independently and as part of a team, using initiative and making informed decisions.
	E
	

	16
	Ability to form and maintain appropriate relationships and professional boundaries with children and young people. 
	E
	

	17
	The ability to communicate at ease with customers and provide advice in accurate spoken English.
	E
	

	18
	Skilled in managing complex caseloads and competing priorities.
	
	D

	19
	Confident in offering professional challenge while maintaining strong relationships.
	E
	

	20
	Strong IT skills, including use of management information systems.


	E
	

	
	Personal Attributes
	
	

	21
	Child‑centred, values‑driven and committed to equality and inclusion, particularly for Children in Our Care and those with a Social Worker. 
	E
	

	22
	Resilient, reflective and able to manage emotionally demanding situations.
	E
	

	23
	Calm, professional and ethical under pressure.
	E
	

	24
	Curious, solution‑focused and committed to continuous learning.
	E
	

	25
	A confident advocate with high aspirations for all children, particularly Children in Our Care, previously Looked After and those with a social worker.
	E
	

	
	Special Requirements
	
	

	26
	Suitability to work with children, including Enhanced DBS with a Children’s Barred List required. 
	E
	

	27
	Ability to work in a flexible manner including occasional evening and weekends on an agreed basis.
	
	D

	28
	Capable of independent travel to carry out the requirements of the post.
	E
	




Supporting Statement
Our values:
Are at the heart of everything we do. Our values are not just words, the way we behave is one of the most important ways we can demonstrate them. 

	RESPECT…
be Respectful towards the Council, each other as colleagues as well as our community, residents, service users, stakeholders and wider partners. 

	COLLABORATE…
act Collaboratively and ensure our successful journey of collaboration continues to ensure that we maximise opportunities to achieve success.

	INNOVATE…
be Innovative in everything we do and voice improvements to ensure we offer quality services.
	DELIVER…
deliver quality services to all and strive to always deliver the best we can with the resources available.



All employees will be expected to:
· [bookmark: _Hlk216194895]Engage with our My Journey process and supporting conversations.
· Ensure that you work and communicate in line with our core values, policies and procedures and you are aware of your obligations under these. 
· Behave according to the Valued behaviours framework, the Dignity & Respect Policy and Employees’ Code of Conduct and ensure that you are aware of your obligations and responsibilities re. conflicts of interest, gifts, hospitality and other matters covered by the Code.
· Carry out your role in line with our Equality agenda.
· Be a team player and willing to be supportive and flexible.
· Carry out any other duties of a similar nature related to this post that may be required from time-to-time.
· Comply with health and safety policies, organisational statements and procedures, report any incidents / accidents/ hazards and take a pro-active approach to health and safety matters to protect yourself and others.  
· Carry out your role in line with our climate neutral ambitions.
· We are committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share this commitment.
· [bookmark: _Hlk211340693]You are required to safeguard and promote the welfare of children for whom you have responsibility, or with whom you come into contact, to include adhering to all specified procedures.
· This post involves frequent contact with children.
· This post is deemed to be a ‘Customer Facing’ role in line with the definition of the Code of Practice on the English language requirement for public sector workers.
· This post is subject to an enhanced disclosure. The successful applicant will be subject to the relevant vetting checks before an offer of appointment is confirmed. Following appointment, the employee will be subject to rechecking as required from time to time by ourselves.
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