

[image: image1.jpg]



	Job Description

Teaching Assistant

(This post in subject to DBS checks)




	Job Title:            Teaching Assistant, Level 1
Job Holder:

Line Managed By:    Directly –SENCo and Key Stage Leaders
                                   Indirectly – Senior Staff



             Indirectly - Class Teacher



	Job Purpose: 

· To support the class teacher in the teaching and welfare of children    contributing to the management of pupil behaviour and support during learning activities but with specific responsibility for one pupil.
· To establish and maintain relationships with all pupils but also specifically the pupil whom you support.
· To support pupil in achieving their learning targets. 




	Principal Accountabilities:

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

· Assist teacher with learning activities ensuring health and safety and good behaviour of pupils.

· Support the pupil(s) in accessing learning activities as directed by the class teacher to enable pupils’ progress towards their targets.

· Be aware of and support differences to ensure all pupils have equal access to opportunities to learn and develop.

· Undertake basic record keeping in respect of pupil learning, behaviour management, child protection etc as directed in order to support the teacher deliver the specific learning programmes set for children.

· Be aware of and comply with policies and procedures relating to behaviour, child protection, health, safety, security and confidentiality reporting all concerns to an appropriate person to ensure pupils’ well-being.

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

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

· Be prepared to attend parents’ meetings within contracted hours.


	Necessary Experience:

· Good standard of education, GCSE A-C/4-9 or equivalent, in English and Mathematics.
· Previous experience of working with children

· Use of technology

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

· Good influencing skills to encourage pupils to interact with others and be socially responsible.




	Characteristics & Competencies:

Community and Customer Focus

Presents a professional image to stakeholders.

Keeps in touch with stakeholders to find out what they need, and responds accordingly.

Ensures stakeholders’ problems are resolved in a timely and efficient manner

Ensures stakeholders are kept up to date with progress

Where appropriate, accepts personal responsibility for mistakes and errors and apologises.

Supports organisational objectives.

Effective Communication

Speaks in a clear and concise manner.

Communicates intentions, ideas and feelings openly and directly.

Speaks in plain English.

Ensures technical vocabulary is understood.

Uses correct grammar, spelling and punctuation.

Comprehends written and oral information and direction and takes appropriate action.

Ensures both written and verbal communication is well structured.

Adopts a friendly and approachable manner when communicating information. 

Does not use inappropriate language.

Ensures communication has a clear purpose.

Listens attentively and actively asks questions to confirm understanding and avoid miscommunication. 

Ensures communication is conveyed at the appropriate time.

Ensures communication is factually correct. 

Is respectful of differing views and opinions.

Openness to Change

Understands the need for change, is able to see the benefits and is willing to adapt.

Receptive to new ideas and initiatives and is enthusiastic about trying them out.

Readily cooperates with changing plans and priorities.

Volunteers to take on unfamiliar tasks/additional responsibilities which will benefit the school.

Suggests changes to existing working practices, and other initiatives to achieve improvements.

Adapts to new ways of working and any subsequent demands this brings.

Is flexible and willing to change their approach to suit the circumstances.

Embraces the use of new technology and uses it in the workplace.

Personal Responsibility

Accepts personal responsibility for own actions and routinely resolves any issues or problems as and when they arise.

Is committed to producing a high standard of work and remains focused on achieving results.

Displays self-motivation, dedication and enthusiasm in their role.

Uses initiative and tackles tasks without waiting to be asked.

Is reliable; never lets colleagues down and fulfils promises.

Is conscientious, taking a pride in own work and completing tasks on time.

Remains focused on the task in hand, including those which are mundane or routine.

Has integrity; does the right thing for the right reasons.

Is trustworthy, honest and open.

Seeks to improve own knowledge and grasps available development opportunities.

Planning and Organisation

Ensures activities are carried out in a well ordered and structured way. 

Is able to prioritise between tasks that are important and those which are urgent.

Decides priorities and organises workload accordingly.

Complies with policy and procedures.

Pays attention to detail.

Is punctual and reliable.

Carefully plans in order to meet deadlines.

Can find things easily.

Paperwork is well ordered, accurate and kept up to date.

Remains focused on goals.

Seeks alternative ways in which to achieve goals.

Is able to assess workload at any time and identify spare capacity.

Problem Solving

Is consistent in addressing problems as soon as they arise, taking the necessary action required to resolve issues. 

Identifies what information is required and is active in obtaining it.

Gathers as much relevant information as possible, from a range of sources, in order to gain a greater understanding of the problem.

Adopts a well-planned and systematic approach to solve problems.

Uses information to identify problems and aid well-balanced conclusions.

Can separate relevant information from that which is irrelevant.

Digests information quickly.

Is able to assess a situation with accuracy.

Is mindful of procedures and precedents and takes these into consideration prior to making a decision.

Is impartial and doesn’t jump to conclusions.

Identifies causes and is able to link these to impact in the workplace.

Differentiates between what can be changed from that which cannot.

Resilience

Controls emotions and acts in an appropriate manner.

Carries out own role in a confident manner, with limited supervision.

Recognises personal stress and manages it accordingly.

Is receptive to constructive criticism and praise.

Remains confident in challenging circumstances.

Is able to say “no” at the appropriate time.

Deals with complaints in a calm and patient manner.

Is a positive person who focuses on what can be achieved.

Is able to control emotions and avoids becoming emotionally involved in difficult situations. 

Is rational and consistent.

Cultural Awareness and Diversity

Sees issues from other people’s viewpoint.

Is polite tolerant and patient when dealing with people, treating them with respect and dignity.

Respects confidentiality, wherever appropriate.

Uses language in an appropriate way and is sensitive to the way it may affect people.

Acknowledges and respects a broad range of social and cultural customs and beliefs.

Identifies and respects other people’s values within the law.

Makes people feel values by listening to and supporting their needs and interests.

Challenges attitudes and behaviour which are abusive, aggressive or discrimatory.

Team Working

Is an effective team member who actively helps build relationships.

Is committed to achieving team objectives regardless of personal benefit.  

Is cooperative and supportive.

Uses initiative, but asks for help when necessary and willingly accepts it.  

Takes an active role in helping and supporting colleagues in order to achieve team goals. 

Is friendly and approachable.

Is willing to give advice to others.

Makes an effort to get to know others.  

Develops mutual trust within the team.

Is proud of their team and promotes its performance in the workplace.

Recognises the need to be part of more than just one team.

Volunteers for tasks which are not popular or routine.

Readily offers to help others.




Signed …………………………………….. 

Date ……………………………………….

Signed ……………………………………. Miss C Coombes, Headteacher

Date ……………………………………….

