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Teaching Assistant – Job Description

1 Year Fixed Term Contract

	Job Title:
	Teaching Assistant – Level 1
1 Year Fixed Term Contract due to receipt of High Needs Funding


	Line Manager:
	Subject Leader and SENCO Lead


	
	
	CAT pay scale 3, point 11
	£21,293 annual Full Time Equivalent
(£14,981 actual pro rata)



	
	30 hours Per Week
	39 working weeks per annum
	45.2479 paid weeks

	Normal Working Hours
	8.45am to 3.15pm
	Monday to Friday
	½ hour lunch per day




	1
	PURPOSE OF JOB

To support the class teacher in the teaching and welfare of children to ensure they attain the targets set under their individual educational programmes.  Dealing with students’ therapeutic, behavioural and personal care needs.


	2
	PRINCIPAL ACCOUNTABILITIES

· Ensure the maintenance of a clean, orderly and safe working environment making sure that equipment/resources/materials are set out on time and as per instructions received and used safely to enable students meet their learning targets. 

· Assist teacher with learning activities ensuring health and safety and good behaviour of students.  Support the students in accessing learning activities as directed by the teacher to enable students’ progress towards their targets.  Be aware of and support differences to ensure all students have equal access to opportunities to learn and develop.

· Provide clerical/admin support (e.g. typing, photocopying, displays) and undertake basic recording keeping in respect of student learning, behaviour management, child protection etc. as directed in order to support the teacher deliver the specific learning programmes set for each child.

· Be aware of and comply with policies and procedures relating to child protection, health, safety, security and confidentiality reporting all concerns to an appropriate person to ensure students’ wellbeing.

· Contribute to the overall work/aims of the school and appreciate and support the role of colleagues and other professionals to enable the school fulfil its development plans etc.

· Undertake training and other learning activities and attend relevant meetings (within contracted hours) as required to ensure own continuing professional development.
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	NECESSARY EXPERIENCE

· Good standard of general education (i.e. NVQ level 1 or equivalent) together with good numeracy and literacy skills.

· Previous experience (1-2 years) of working with children.

· Use basic technology (computer, video, photocopier)

· Knowledge of policies and procedures relating to child protection, health, safety, security, equal opportunities and confidentiality.

· Have the ability to relate well to children and adults, understanding their needs and being able to respond accordingly.

· Good influencing skills to encourage students to interact with others and be socially responsible.
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	SCOPE FOR IMPACT

Support staff in schools make a strong contribution to students’ learning and achievement.  Teaching Assistants provide support to teachers and schools allowing qualified teachers to make even more effective use of their time, professional knowledge, skills and understanding.  TAs contribute to students’ learning and will have a significant impact on students’ achievement. 
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	JOB CONTEXT

TAs will be expected to work effectively with individual students and/or small groups under the direction and supervision of a class teacher.  They will contribute to, and need to demonstrate skills in, planning, monitoring, assessment and class management.  TAs would also be expected to work as part of the school team and contribute to plans to ensure the school meets its aims.  

The post holder must work within the relevant policies, codes of practice and legislation reporting any concerns to the relevant person.  

The post holder must have good communications skills to be able to inform, persuade, inspire and motivate students and provide feedback to other professionals and parents as required.
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	HEALTH & SAFETY

· Employees have a duty to take care of their own health & safety and that of others who may be affected by your actions at work. Workers must co-operate with employers and co-workers to help everyone meet their legal requirements.


	7
	SAFEGUARDING

All staff are responsible for the safeguarding of children in line with the school’s Safeguarding (Child Protection) Policy.  All new staff will be provided with training to enable them to do so.



Teaching Assistant – Person Specification

	1.
	The ability to communicate effectively with Teachers, students, other school staff, parents and carers and the wider community.

	2.
	The ability to be patient and remain calm in challenging and busy situations.

	3.
	A willingness to undergo relevant training, as required, in order to develop further in the role.

	4.
	An awareness of and ability to maintain the confidential aspects of the job.



	5.
	A willingness to promote and contribute to the happy atmosphere of the school.

	6.
	A commitment to working as part of a team and supporting the vision and aims of the school.

	7.
	Be honest, reliable and approachable

	8.
	To have a positive approach to problem solving.



	9.
	Ability to build effective working relationships with all students and colleagues.

	10.
	Ability to self-evaluate learning needs and actively seek learning

opportunities

	11.
	An awareness of relevant school policies and procedures: e.g. Equal Opportunity, Behaviour Anti Bullying school rules, first aid, fire evacuation, Health & Safety and Child Protection


Personal Development

· To assess development and training needs and discuss with line manager.

· To set your own targets before any development activity and review and evaluate the activity after completion, cascading information to the appropriate team when relevant.

· To keep own personal records of all staff development activities in which you are/have been involved.

· To carry out as requested from time to time any other relevant duties as may be reasonably required by the Headteacher and Business Manager. 

Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified. It is also expected that the role will develop, working to specific strengths of the successful candidate.  Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description.

This job description is provided to assist the job holder to know what his/her main duties are.  It may be amended from time to time without change to the level of responsibility appropriate to the grade of post.  It will be reviewed annually or earlier if necessary. In addition, it may be amended at any time after consultation with you.  

Two copies of this job description should be signed, the post holder retaining one and copy held on personnel file.

Employee name: ………………………………………………………  Signature:………………………………………….

Date: …………………………
JD – Teaching Assistant July 2023
JD – Teaching Assistant July 2023

