Mandeville Primary School

JOB TITLE:    
Teaching Assistant




GRADE:
        
SSPS3 
__________________________________________________________________________
1.        PURPOSE OF THE JOB

To support and assist the staff and school with the educational, physical, emotional and social needs of the pupils.

2.
MAIN AREAS OF RESPONSIBILITY

To work in all areas of the school ensuring the environment is stimulating and reflects the children’s learning.
Attend to pupils’ personal needs, including social, health, hygiene, first aid and welfare matters.

Learning Support -
To assist with the planning and delivery of learning activities;
To work with small groups of children under the direction of the class teacher as required;  

To accompany out of school activities and take responsibility for groups of children;
To organise resources required by the class teacher, prepare classrooms, clear away and assist with the display of pupils’ work.
Liaise with external professionals, parents and carers.
Assist with the development of Individual Education Plans and support programmes.
Supervise and provide individual support for pupils with identified special educational needs.
Administer routine tests.
Provide clerical and administrative support, e.g. photocopying, typing, filing, record keeping.
To undertake training as may be required.
To take part in the schools appraisal and staff development arrangements.
3.
SUPERVISION

To work under the supervision of the class teacher.
Organisation:  Head teacher →Class teacher →teaching assistant

4.
JOB CONTEXT

To provide support to teachers in the management of pupils’ learning.
5.
CONTACTS

Head teacher, class teacher, supporting professionals, pupils and parents.
6.
KNOWLEDGE, EXPERIENCE AND TRAINING

Be aware of and support policies and procedures relating to equality of access to opportunities, child protection, health & safety, security, confidentiality and data protection.
To support the overall aims and ethos of the school.


Communication skills; both written and oral.

Interpersonal skills.
7.
PROBLEMS AND DECISIONS

· Maintaining a good relationship with staff, pupils and other stakeholders

· Implementing school policies

· Dealing with queries as appropriate

· Organising priorities – priorities are ever changing and a flexible approach is needed

· Take prompt action dealing with accidents and incidents

8.
ADDITIONAL INFORMATION

All staff are required to participate in training and other learning activities, and in performance management and development, as required by the school's policies and practice.

** The duties and responsibilities listed above describe the post as it is at present.  The post holder is expected to accept any reasonable alterations that may from time to time be necessary.

This job description will be reviewed at least annually as part of your Performance Appraisal programme.

Spiral Partnership Trust anticipates that all employees of the Trust will be willing to work in other schools within the Trust, subject to need and consultation.

Spiral Partnership Trust actively encourages and supports the safeguarding and protection of all its pupils. This post is subject to enhanced DBS disclosure.
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