
 
                               Wentworth Drive, Dartford, Kent DA1 3NG Tel: 01322 225694/220451  Fax 01322 291562 

Email: Headteacher@wentworth.kent.sch.uk 

Website www.wentworthonline.co.uk  

 

 

 

 
                           Headteacher: Mr P. W. Langridge BEd, NPQH 

                            Deputy Headteacher: Mr L. Pollock BA, (Hons) 

               

 

 JOB DESCRIPTION 

TEACHING ASSISTANT  

 

 

Job Title:   Teaching Assistant 

 

 

Responsible to: Headteacher, Deputy Headteacher, Assistant 

Headteachers,  

Inclusion Manager and Designated Teachers 

 

 

OVERALL RESPONSIBILITY 

 

 To work with a class or classes, provide appropriate one-to-one 

support for an  

             individual pupil (including SEN pupils), or support for a small group 

of pupils of any  

             ability and in any curriculum area at the teachers direction. 

 

 

Supporting Teachers – Teaching and Learning 

 

1. Work effectively as part of the teaching support team and with 

teaching staff in  

             contributing to the quality of teaching and learning.  This includes 

attending various  

             meetings where there are relevant items on the agenda. 

2.  Support and complement the work of teachers by: 

 Responding to individual needs by personalising resources 

for an individual   

             or a small group. 

 Supporting the teacher in behaviour management and 

reinforcing agreed  

             rules in working with pupils. 

 Assisting with assessing, recording and reporting (including 

verbal feedback  

             to teacher) on pupil progress and attainment, e.g. input 

data such as the   
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             records of pupils’ achievements on the School information 

management  

             system. 

 Planning with a teacher specific strategies and targets for 

improvement, e.g.  

             assist in the compilation, implementation and review of 

provision maps 

 Set up and tidy the learning environment to include 

preparing resources for  

activities, undertaking photocopying, filing, display and 

presentation of pupils  

work. 

 

 

 

3. Be familiar with a range of resources suitable for individual or small 

group needs,  

             and to use them to ensure pupil motivation. 

4. Work with and act upon guidance provided by teachers and 

other professionals such  

             as Speech Therapists and Educational Psychologists. 

5. Liaise with the teachers regarding progress made, problems 

arising, and any  

             difficulties with assessing work and/or resources. 

6. Arrive in class, on or before the start of the lesson, and to begin 

and end any intervention sessions on time and as timetabled. 

7. Take appropriate action related to any problems or emergencies 

that occur during the lesson in accordance with the School’s 

policies and procedures. 

8. Comply with all school policies – particularly those on child 

protection, health and safety, confidentiality and data protection. 

9.  Set a good example in terms of professional relationships, personal 

presentation, attendance and punctuality. 

 

 

Supporting Pupils – Teaching and Learning 

 

1. Assist in the promotion of development and learning (physical, 

emotional and  

             behavioural). 

2. Work to develop inclusion of all pupils within a lesson.  This may be 

done by encouraging pupils to work collaboratively, by ensuring 

equitable access to resources or by further developing the use of 

ICT in lessons. 

3. Be familiar with a range of teaching resources and strategies 

suitable for the needs of individuals or small groups and to use 

them effectively. 

4. Assist pupils with practical work. 

 

 

Supporting Pupils - Pastoral 
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1.  Support the member of staff in providing a safe learning environment. 

2. Provide support for pupils with emotional, social and behavioural 

problems, e.g. by giving  

             time to listen to their concerns, to enable pupils to feel valued and 

respected. 

3. Deal with or report, to the nearest member of the teaching staff, 

incidents that are seen or  

             reported regarding pupils’ welfare. 

4. Report to the teacher any incidents of disruptive or unacceptable 

behaviour of pupils   

             during the lesson that may be unknown to the teacher. 

5. Assist with escorting pupils on educational visits. 

6. Support or oversee tests and assessments as requested. 

 

 

Continuing Professional Development – Personal 

 

1. Undertake any necessary professional development as identified in the 

School  

             Improvement Plan taking full advantage of any relevant training and 

development       

             available. 

2. Maintain a professional portfolio of evidence to support the Appraisal 

process – evaluating and improving own practice. 

 

 

 

 

 

WIDER PROFESSIONAL EFFECTIVENESS 

 

 To contribute to the wider professional effectiveness of the school e.g.  

supporting  PTA events, school clubs etc… 

 

This job description will be reviewed annually and may be subject to 

amendment or modification at any time after consultation with the post 

holder.  It is not a comprehensive statement of procedures and tasks, but sets 

out the main expectations of the School in relation to the post holder’s 

professional responsibilities and duties. 

Elements of this job description and changes to it may be negotiated at the 

request of either the Headteacher or the incumbent of the post. 

 

 

 

Signature of Post holder: 

 

 

 

 

Date: 

      

 

 /        / 

 

 

 

Signature of Headteacher: 

 

 

 

 

 

Date: 

     

 

 

 /        / 
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TEACHING ASSISTANT – PERSON SPECIFICATION 

 

Applicants should describe in their application how they meet these criteria. 

 

 

 

 

CRITERIA 

 

QUALIFICATIONS 

 

 

 Level 2 or 3 NVQ Diploma (or equivalent) with proficient 

practical skills. 

EXPERIENCE 

 

 

 Previous experienced of working with children. 

 

SKILLS AND ABILITIES 

 

 

 

 

 

 

 Numeracy and literacy skills. 

 Basic IT skills. 

 Have 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. 
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KNOWLEDGE 

 

 

 

 Knowledge of policies and procedures relating to child 

protection, health, safety, security, equal opportunities 

and confidentiality. 

PERSONAL QUALITIES  Reliable, honest, efficient, well-organised  

 Openness and willingness to learn  

 Good communication skills – able to relate to people at 

all levels  

 Caring and understanding approach with commitment 

to equal opportunities  

 Sense of humour  

 Is adaptable and flexible. 

 Enthusiastic, energetic, imaginative, forward looking, 

hard working  

 Professionalism, sensitivity and discretion  

 A level of commitment to the whole life of the school, 

above and beyond classroom practice. 

 A commitment to extra-curricular activities. 

 Able to work as part of a team 
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