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JOB DESCRIPTION

Post Teaching Assistant

Responsible to Principal and Leadership Team

General Responsibilities

e Model our Trusts core values of Inspire, Include, Integrity, Exceed and uphold the overall
vision, mission and ethos of Exceed Learning Partnership

e Recognise your own strengths and areas of expertise and use these to inspire and support
others.

* Promote teamwork, working in partnership to ensure effective working relations.

e Treat all users of the Academies within the Trust with courtesy and consideration.

e Be aware and comply with equal opportunities and all Trust policies, at all times.

e To assist with the development of policies and procedures as may be required outside your
own remit of role.

e To maintain a presence in local and national professional networks and through these, and
other means, ensure a continuous overview of appropriate policies and developments to
keep abreast of current and best practice.

e To produce and respond to complex correspondence from stakeholders and external
agencies.

e To participate in training and other learning activities and performance appraisal as required

¢ To maintain confidentiality at all times in respect of Trust-related matters and to prevent
disclosure of confidential and sensitive information.

e Other duties commensurate with the nature of the post as directed by the Line Manager

The duties and responsibilities highlighted in this job specification are indicative and may vary over
time. Post holders are expected to undertake other duties and responsibilities relevant to the
nature, level and scope of the post and the grade has been established on this basis.

Purpose of the job
The position of Teaching Assistant is evaluated by the National Standards for Teaching Assistants and
will work under the guidance of teaching staff in the academy within an agreed system of supervision.

To implement agreed work programmes with individual or groups of pupils in the classroom or out of
the classroom. This work could involve supporting pupils requiring specific needs and support as well

as general classroom support.

Assisting the teacher in the planning of curriculum delivery and the management/preparation of
resources.

To provide supervision and active activities for pupils during lunchtime periods.
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Support For Pupils

Use specialist (curricular/learning) skills/training/experience to support pupils

Assist with the development and implementation of Personal Education Support plans
Establish productive working relationships with pupils, acting as a role model and setting
high expectations

Promote the inclusion and acceptance of all pupils within the classroom

Support pupils consistently whilst recognising and responding to their individual needs
Encourage pupils to interact and work co-operatively with others and engage all pupils in
activities

Promote independence and employ strategies to recognise and reward achievement of self-
reliance

Provide feedback to pupils in relation to progress and achievement

Support for the Teacher

Work with the teacher to establish an appropriate learning environment

Work with the teacher in lesson planning, evaluating and adjusting lessons/work plans as
appropriate

Monitor and evaluate pupils’ responses to learning activities through observation and
planned recording of achievement against pre-determined learning objectives

Provide objective and accurate feedback and reports as required, to the teacher on pupil
achievement, progress and other matters, ensuring the availability of appropriate evidence
Be responsible for keeping and updating records as agreed with the teacher, contributing to
reviews of systems/records as requested

Undertake marking of pupils’ work and accurately record achievement/progress

Promote positive values, attitudes and good pupil behaviour, dealing promptly with conflict
and incidents in line with established policy and encourage pupils to take responsibility for
their own behaviour

Liaise sensitively and effectively with parents/carers as agreed with the teacher within your
role/responsibility and participate in feedback sessions/meetings with parents with, or as
directed

Administer and assess routine tests and invigilate exams/tests

Provide general clerical/admin. support e.g., administer coursework, produce worksheets for
agreed activities etc.

Support for the Curriculum

Implement agreed learning activities/teaching programmes, adjusting activities according to
pupil responses/needs

Implement local and national learning strategies e.g., literacy, numeracy, KS3, early years
and make effective use of opportunities provided by other learning activities to support the
development of relevant skills
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e Support the use of ICT in learning activities and develop pupils’ competence and
independence in its use

o Help pupils to access learning activities through specialist support

e Determine the need for, prepare and maintain general and specialist equipment and
resources

Support for the Academy
e Be aware of and comply with policies and procedures relating to child protection, health,
safety and security, confidentiality and data protection, reporting all concerns to an
appropriate person
e Be aware of and support difference and ensure all pupils have equal access to opportunities
to learn and develop
e Contribute to the overall ethos/work/aims of the school
e Establish constructive relationships and communicate with other agencies/professionals, in
liaison with the teacher, to support achievement and progress of pupils
Attend and participate in regular meetings
Participate in training and other learning activities as required
Recognise own strengths and areas of expertise and use these to advise and support others
Provide appropriate guidance and supervision and assist in the training and development of
staff as appropriate
e Undertake planned supervision of pupils’ out of school hours learning activities
e Supervise pupils on visits, trips and out of school activities as required

Safeguarding Procedures

e |tis the responsibility all members of staff to follow the correct safeguarding procedures in
the academy. All staff have a duty to attend child protection training every three years

e All staff have a duty to read and follow the safeguarding policies in the academy

e All staff have a duty to report any concerns about a child or potential breach of safeguarding
procedures by an adult to the designated person for Child Protection

e To be fully aware of and understand the duties and responsibilities arising from the
Children’s Act 2006 and Working Together in relation to child protection and safeguarding
children and young people as this applies to the role within the organisation.

Health and Safety

e Betrained in procedures for Health & Safety & First Aid
e To administer first-aid as agreed in the procedures within the Policy

Equal Opportunities

e To ensure that all pupils and staff are respected and treated equally at all times
e Being aware of cultural differences between pupils, dealing with any incidents of racism or
sexism in accordance with agreed procedures.
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Performance Appraisal

e To set key targets for development
e To work towards achieving targets for development

Professional Learning

e To undertake professional learning opportunities
e To complete all statutory training within the allocated timescales set by the Academy/Trust.

Conditions of Employment

¢ The above responsibilities are subject to the general duties and responsibilities contained in
the written statement of conditions of employment (the Contract of Employment).

e The post holder is required to support and encourage the academy’s ethos and its
objectives, policies and procedures as agreed by the Governing Board.

e To uphold the academy's policy in respect of safeguarding and child protection matters.

e To be subject to all relevant statutory and institutional requirements.

e The post holder may be required to perform any other reasonable tasks after consultation.

e 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 constructed.

e This job description is not necessarily a comprehensive definition of the post. It will be
reviewed at least annually and may be subject to modification after consultation with the
post-holder.

e All staff participate in the academy’s performance appraisal scheme

These duties and responsibilities should be regarded as neither exclusive nor exhaustive as the post
holder may be required to undertake other reasonably determined duties and responsibilities within
the school commensurate with the grading of the post at the discretion of the Head of School/Business
Manager



