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AVA JOB DESCRIPTION

JOB PURPOSE

e To work under the guidance of teaching staff and within an agreed system of
supervision, to implement work programmes with individuals/groups in or out of the
classroom including the supervision of whole classes during the short term absence
of teachers.

e To follow the Academy’s Safeguarding policy and procedures and ensure the
wellbeing of all students in their care is their highest priority.

e To undertake any reasonable task as directed by the Principal.

ORGANISATION
o Demonstrate an attention to detail.

COMMUNICATION
« Have excellent written and oral skills

PERSONAL
e Have a passion for teaching and learning.
o Have integrity, optimism, flexibility and resilience.
e Have the stamina to cope with the demands of the post.

DUTIES AND RESPONSIBILITES
e Supervising the students on work left in accordance with the school policy
e Assisting in preparing the learning environment and the materials used therein
e Assisting with the management of student behaviour to ensure a constructive

working environment

e Responding to students about the work that has been set

Collecting any work completed after the lesson and returning it to an agreed

person/place

Leaving the room in good order at the end of the lesson

Supervising entry and departure of students in accordance with school policy

Recording and reporting attendance at lessons in accordance with school policy

Supporting teachers in classrooms as required

Assisting in exam invigilation under the supervision of the examinations officer.

Reporting back as appropriate using the schools’ agreed referral procedures on the

behaviour of pupils during the class and any other issue arising.

e Dealing with any immediate problems or emergencies according to the schools’
policies and procedures.

e Following school policies and procedures especially those relating to child
protection and health and safety

o Respecting confidential issues linked to home/students/teacher/school work and to
keep confidences as appropriate

e Any other duties which may reasonably be regarded as within the nature of the duties
and responsibilities/grade of the post as defined, subject to the proviso that normally
any changes of a permanent nature shall be incorporated into the job description in
specific terms following consultation.

e To comply with the Academy’s Health and Safety Policy and undertake risk
assessments as appropriate.

e Supervise the lessons of absent teachers on a longer term basis if required.



