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Job Description – Teaching Assistant
SCHOOL:                


Gretton School

POST:                       


Teaching Assistant  

RESPONSIBLE TO: 


Principal
Main Purpose of the Job

To provide teaching and administrative support to teaching staff

To enable the teacher to implement the curriculum and respond to the pupils’ needs by:

· Supporting and implementing learning / behaviour programmes for individuals/groups which could include those requiring detailed and specialist knowledge in particular areas

Working under guidance:

· To undertake education support duties and assist the class teacher in day to day needs of the pupils in their care

· To  support the pastoral needs of pupils
· Prepare resources and contribute to presentation and display of work
Main Functions 

1. To support teaching staff in operational functions of lesson delivery through execution of clerical and administrative tasks that enable classes to operate effectively. 

2. To aid pupils to learn as effectively as possible both in group situations and on his/her own by, for example:

Clarifying and explaining instructions

Motivating and encouraging the pupil(s) as required by providing levels of individual attention, reassurance and help with learning tasks as appropriate to pupils’ needs

Assisting in weaker areas, e.g. speech and language, behaviour, reading, spelling, numeracy, handwriting/presentation etc

Using praise, commentary and assistance to encourage the pupil to concentrate and stay on task

3. To monitor and evaluate pupils’ responses to learning activities through observation and planned recording of achievement against pre-determined learning objectives

4. To assist in initial assessment under the management of the teacher and to assist with invigilation for external exams if appropriate

5. Where appropriate, modify or adapt the activities as agreed with the teacher to achieve the intended learning outcomes.

6. To help  make appropriate resources to support the pupils and to prepare work and activities in advance of the lesson (within employed hours) where possible: e.g. operating AVA equipment as required i.e. photocopier, laminator, making books, labels, signs and undertaking practical tasks to maintain a good standard of classroom appearance. 

7. To establish supportive relationships with the pupils concerned

8. To  follow behaviour management or other specific strategies as directed, consistently and effectively in line with agreed policy 
9. To take responsibility for the personal care of designated pupils.

10. To give the pupil(s) feedback on achievements in order to reinforce and develop self reliance and self esteem

11. To provide general clerical/administrative support e.g. administer coursework, produce worksheets for agreed activities etc using ICT where appropriate

12. Where appropriate, to know and assist in positive handling techniques used within the school

13. To comply with legal and organisational requirements for maintaining the health,  safety and security of self and others in the school; To be aware of and comply with policies and procedures relating to child protection, confidentiality and data protection, reporting all concerns to an appropriate person.

14. To take part in training activities offered by the school  to further knowledge, skills and development and to participate in regular performance review cycle

15. To carry out the above duties in accordance with the Equal Opportunities Policy. 

16. To demonstrate performance as indicated on National Occupational Standards for Teaching Classroom Assistants at the appropriate level.

Person Specification – Teaching Assistant

· Knowledge and experience of working with children on the Autistic Spectrum.
· A commitment to safeguarding children and young people
· Willingness to take on additional training
· Ability to work effectively in a team and independently 
· Appropriate professional development

· Good literacy and numeracy skills

· IT literate

· An ability to take initiative when necessary

· 5 GCSEs level C or above or equivalent qualification

· A willingness to work across the age range 5-19
· A commitment to equal opportunities for all and anti-discriminatory practice
· An understanding of behavioural needs and challenges

· A strong sense of humour and loyalty

This job description sets out the duties of the post at the time it was drawn up.  The post holder may be required from time to time to undertake other duties within the school/service as may be reasonable expected, without changing the general character of the duties or the level of responsibility entailed.  This is a common occurrence and would not justify a reconsideration of the grading of the post. 


Gretton School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.

Due to this post having access to children, candidates will be required to undertake a Criminal Record Check. The possession of a criminal record will not necessarily prevent an applicant from obtaining this post, as all cases are judged individually according to the nature of the role and information provided. 
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