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SCHOOL:

THAMESVIEW SCHOOL

JOB TITLE:
FACULTY SUPPORT ASSISTANT (SUPPORTING ENGLISH, MATHS AND HUMANITIES)

REPORT TO:

DIRECTOR OF ENGLISH 


       

GRADE:

      
KR7
Purpose:  
To work with teachers and other support staff within the English, Maths and Humanities faculties, to promote the learning and welfare of students by providing practical teaching, learning and administrative support. This involves a contribution to the planning and preparing of lessons, within a framework set by the assigned teacher and covering lessons within the departments during emergencies.
Responsibilities/Accountabilities Include:
1. Help draft letters, emails and notices to parents, and support the coordination of parent events e.g. options evening preparation. 

2. Support the organisation of internal assessments, including printing papers, preparing rooms, and collating completed work.

3. Assist teachers with uploading resources to online platforms (e.g., Google Classroom, Teams), maintaining shared drives, and troubleshooting basic digital issues.

4. Assist SENCO or exam officers with gathering evidence, organising readers/scribes, and preparing materials for students with access needs.

5. Monitor spending on resources, maintain simple budget spreadsheets, and support ordering processes.

6. Help organise faculty events such as competitions, themed weeks, revision sessions, trips administration and organisation.

7. Ensure consistent messaging between English, Maths and Humanities by sharing updates, reminders and key information.

8. Assist with collecting work samples, organising moderation folders, and preparing evidence for inspections or reviews.
9. To organise Speaking and Listening exams and cover lessons during Speaking and Listening exams if required.
10. To assist the relevant teaching staff to plan activities by the provision of appropriate materials – including the design and adaptation of other materials where necessary. 

11. To maintain stocks of learning resources, ordering new and replacements as agreed with colleagues to support their work across the age range and abilities of students. 

12. To maintain faculty display work.

13. To assist with the general administration of records, including collating data from assessments to assist in the recording and analysis of students’ progress. 

14. To minute faculty meetings as required.

15. To undertake training as appropriate. To attend INSET days in accordance with hours worked. 
16. To ensure that changes are made regarding data/pupils/timetables and are updated.

Miscellaneous
· To undertake such task as reasonably requested by the Headteacher, or on their behalf, as are appropriate to this job description
· To carry out any other duty in line with the responsibility level of the post under the direction of line manager.
· To promote the School’s Equal Opportunities policy in carrying out all areas of the post.

· To have due regard to the Health and Safety at Work legislation in carrying out all aspects of the post.

Notes:

1. This job description allocates duties and responsibilities but does not direct the particular amount of time to be spent on carrying them out and no part of it may be so construed.  In allocating time to the performance of duties and responsibilities, the post-holder must have regard to the Conditions of Employment.
2. This job description is not necessarily a comprehensive description of the post.  It may be reviewed once a year and it may be subject to modification or amendment at any time after consultation with the post-holder in order to ensure the smooth running of the school.

3. The ability to converse at ease with members of the public and provide advice in accurate spoken English is essential for the post.

PERSON SPECIFICATION

· To have an enthusiasm for, and a good knowledge of, the curriculum and GCSE specifications for each subject. 
· To be able to work effectively as a team member.
· To have a flexible approach regarding all duties undertaken.

· Ability to work under pressure and to deadlines.

· High level of organisational and administration skills.

· Ability to communicate effectively with pupils, staff, and parents/guardians.

· A willingness to attend training courses to enhance development and performance.

· Ability to prioritise own workload.

· Patience and understanding

· Firm but fair manner with students

· Good working knowledge of students
· Ability to work independently and be proactive
· Self-motivated
· High level of emotional intelligence to calm situations and ensure restorative practices are used to avoid confrontational situations between all stakeholders. 
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