
          
                                                                 

Manager/Associates Roles JOB DESCRIPTION 
Aylesham Primary School   

 
Post:  Associate Teacher   
 
Salary: EKC 5    
    
Responsible To: Headteacher   
 
Summary of Post: To collaborate with teachers in planning and delivering 
programmes of teaching and learning activities for classes. The primary focus 
is to undertake educational activities with individuals, groups and whole 
classes within a framework agreed with and under the overall direction and 
supervision of a qualified teacher. 
              

Tier of role: Manager/Associate 

Key descriptor: Developing professional  

 

Scope of role: Responsible for resources, whether: people - line management of 

Apprentices – Specialists; Budget - monitoring of budget(s) working to the SBM, 

Provision/Service – providing HLTA and pastoral provision and or managing the school 

estate on a day-to-day basis, working under own initiative, solving complex problems and 

recommending improvements to work practices. 

Autonomy: Autonomy in delivering specific responsibilities. Plans own workload and that 

of the team for the short and medium term and allocates resources as appropriate. 

Knowledge of role: Knowledge (Level 5+) in a specific field and the appropriate key 

policies and legislation. 

Skills – Technical & Practical: Specific higher-level knowledge, skills, and experience 

relevant to the role. 

Qualifications/Experience: Level 5+ in a specific relevant field. 

Supervision of others: Team leader and or line manager of Apprentices/ Support/ 

Practitioner roles 

Management by others: Refers complex policy/technical issues to the line manager.  



 

Key Responsibilities: 

1. Plan, prepare and deliver assigned programs of teaching and learning 
activities to individuals, small groups and/or classes modifying and adapting 
activities as necessary under the overall direction and supervision of a teacher. 

2. Assess, record and report on development, progress and attainment and liaise 
with staff and other relevant professionals and provide information about 
pupils as appropriate. 

3. Use teaching and learning objectives to plan, evaluate and adjust lessons as 
appropriate with agreed systems of supervision. 

4. Assess the needs of pupils and use detailed knowledge and specialist skills to 
support pupils’ learning, including in their social and emotional well-being, 
reporting problems to the teacher as appropriate. 

5. Supervise or manage the work and deployment of other classroom support 
staff. 

Specific Duties: 

1. Be responsible for a designated programme in the school (to be decided by 
the headteacher). 

2. To share assessments, supporting the progress of pupils in the designated 
area. 

3. Ensure your certificates and qualifications are up-to-date (to include first aid) 
4. Promote positive behavior management of behavior, establish routines and 

boundaries to ensure the safety and good behavior of the pupils. 
5. To cover classes for longer periods of time, adaptive to the needs of the 

school. 

General Duties and Responsibilities: 

1. You will be responsible for upholding our values and ethos and championing the 
inclusion and belonging of our Academy and Trust communities. 

2. You will be responsible for protecting pupils and staff from all preventable harm 
as per Safeguarding procedures. 

3. To participate in the staff support & development program and to undertake 
training based on individual and organisation needs. 

4. To undertake continuing professional development to support our culture of 
continuous improvement and keep up to date with the skills required to fulfil the 
role. 



 

5. To comply with all Academy and Trust policies and guidelines as well as 
legislative requirements. Including education, health & safety and data 
protection and all staffing policies. 

6. To demonstrate positive personal and professional behaviour as specified in the 
Staff Code of Conduct.  

7. To partake in quality assurance, appraisal and monitoring and meet minimum 
relevant occupational standards. 

8. To undertake any other duties commensurate with tier as may be reasonably 
requested. 

 

Please note: 
This job description is a guide to the work you will initially be required to undertake. 
It summarises the main aspects of the job but does not cover all the duties that the 
job holder may have to perform. It may be changed from time to time to meet 
changing circumstances. 
  
It does not form part of your contract of employment and as your experience grows, 
you will be expected to broaden your tasks, suggest improvements, solve problems 
and enhance the effectiveness of the role.  
 
 
 
Line manager’s 
signature:  Date: 

 

    
Postholder’s 
signature:  Date: 

 

 

 
  



 

  
 

PERSON SPECIFICATION 
 

Tier of Role: Manager/Associate  
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Qualifications and Training 

1. 
English and Maths Level 2/ GCSE A-C Grade or Grade 4 . ✓   6 

2. 
Knowledge and skills equivalent to National qualifications    
Level 3/ A Level. 

✓   6 

3. 
Level 5 or above in specific relevant field. ✓   4 

4.  
Evidence of Continued Leadership Development. ✓  ✓  4 

Experience 

1. Have significant experience of supporting the development, 
learning and progress of children.  

 ✓  4 

2. Successful experience of supporting children in accessing the 
curriculum including those with SEND.  

 ✓  6 

3. Successful experience of managing and taking full responsibility 
for large groups of children. 

 ✓  6 

4. Experience of educational practices and policies and how to 
implement in a teaching environment. 

 ✓  6 

Skills and knowledge 

1. Strong subject knowledge of literacy and numeracy. ✓  ✓  6 

2. Competent IT knowledge to advance children’s learning.  ✓  6 

3. Excellent communication skills, written and verbal. ✓  ✓  6 

4. Ability to work independently and to manage own workload and 
adapt routines and schedules as required. 
 

 ✓  6 

5. Have the ability to motivate, inspire and build trust with children 
(and their families) so children achieve their best. 
 

✓  ✓  6 

6. Strong interpersonal skills, listening and observation skills with 
the ability to deal with difficult/sensitive situations. 
 

✓  ✓  6 



 

7. Effectively manage behaviour and promote a culture of inclusion 
and belonging in the learning environment 

✓  ✓  6 

8. Know how to effectively deliver lessons to a range of pupils and 
assess learnin accurately 

✓  ✓   

Personal Qualities 

1. Act with honesty and integrity at all times. ✓  ✓  6 

2. Commitment to promoting the ethos and values of the 
school and trust and the learning community. 

✓  ✓  6 

3. Commitment to own learning and development and desire to 
share skills and practice with others. 

✓  ✓  6 

4. Commitment to maintaining confidentiality at all times. ✓  ✓  6 

5. Relentless commitment to inclusion, safeguarding and 
equality 

✓  ✓  6 

 
 

 

 
 


