
 
 

 

  

 

 

 
JOB TITLE:         Higher Level Teaching Assistant (HLTA)  
EMPLOYER:         Oxfordshire County Council  
LINE MANAGER:        Headteacher  
 
_______________________________________________________________________________________ 
 
Our Vision:  
 
Since 1837, John Hampden Primary School has built a reputation as a friendly, caring and 
nurturing environment, committed to excellence in learning. We aim to support children 
sympathetically and encourage positive attitudes to learning, school and life. We believe that 
the higher the expectations we have of the pupils, the greater their achievement will be. 

_______________________________________________________________________________________ 

 
JOB PURPOSE  
 
To complement the professional work of teachers by taking responsibility for agreed learning 
activities under an agreed system of supervision. This may involve planning, preparing and 
delivering learning activities for individuals/groups or short term for whole classes and 
monitoring pupils and assessing, recording and reporting on pupil’s achievement, progress and 
development.  
 
Responsible for the management and development of a specialist area within the school and/or 
management of other teaching assistants including allocation and monitoring of work, appraisal 
and training 
 
_______________________________________________________________________________________ 
 
 
MAIN AREAS OF RESPONSIBILITY 
 
Support for Pupils:  

• Assess the needs of pupils and use detailed knowledge and specialist skills to support 
pupils’ learning  

• Establish productive working relationships with pupils, acting as a role model and setting 
high expectations  

• Develop and implement IEPs  
• 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 Teachers:  

• Organise and manage appropriate learning environment and resources  
• Within an agreed system of supervision, plan challenging teaching and learning 

objectives to evaluate and adjust lessons/work plans as appropriate  
• Monitor and evaluate pupil responses to learning activities through a range of 

assessment and monitoring strategies against pre-determined learning objectives  
• Provide objective and accurate feedback and reports as required on pupil achievement, 

progress and other matters, ensuring the availability of appropriate evidence  
• Record progress and achievement in lessons/activities systematically and providing 

evidence of range and level of progress and attainment  
• Work within an established discipline policy to anticipate and manage behaviour 

constructively, promoting self control and independence  
• Supporting the role of parents in pupils’ learning and contribute to/lead meetings with 

parents to provide constructive feedback on pupil progress/achievement etc.  
• Administer and assess/mark tests and invigilate exams/tests  
• Production of lesson plans, worksheet, plans etc 

 
Support for the Curriculum: 

• Deliver learning activities to pupils within agreed system of supervision, adjusting 
activities according to pupil responses/needs  

• Deliver 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 pupils’ skills  

• Use ICT effectively to support learning activities and develop pupils’ competence and 
independence in its use  

• Select and prepare resources necessary to lead learning activities, taking account of 
pupils’ interests and language and cultural backgrounds  

• Advise on appropriate deployment and use of specialist aid / resources / equipment 

 
Support for the School:  

• Comply with and assist with the development of policies and procedures relating to child 
protection, health, safety and security, confidentiality and data protection, reporting 
concerns to an appropriate person  

• Be aware of and support difference and ensure all pupils have equal access to 
opportunities to learn and develop  

• Contribute to the overall ethos/work/aims of the school  
• Establish constructive relationships and communicate with other 

agencies/professionals, in liaison with the teacher, to support achievement and progress 
of pupils  

• Take the initiative as appropriate to develop appropriate multi-agency approaches to 
supporting pupils  

• Recognise own strengths and areas of specialist expertise and use these to lead, advise 
and support others  

• Deliver out of school learning activities within guidelines established by the school  



 
 

 

  

 

 

• Contribute to the identification and execution of appropriate out of school learning 
activities which consolidate and extend work carried out in class 

_________________________________________________________________________________________ 

 
LINE MANAGEMENT RESPONSIBILITIES WHERE APPROPRIATE  

• Manage other teaching assistants  
• Liaise between mangers/teaching staff and teaching assistants  
• Hold regular team meetings with managed staff  
• Represent teaching assistants at teaching staff/management/other appropriate meetings  
• Undertake recruitment/induction/appraisal/training/mentoring for other teaching 

assistants 

_________________________________________________________________________________________ 

 
General:  

• To attend meetings as required  
• To maintain an up-to-date knowledge and awareness of current legislation and initiatives 

related to the role  
• To work within equal opportunities and anti-discriminatory frameworks  
• To take responsibility for own learning and professional development and to attend 

training as required 

_________________________________________________________________________________________ 

 
GENERAL INFORMATION:  
 
 

Grade: Grade 8 

Remuneration: Salary £29,269 - £32,076 FTE per annum  

Type of contract: Full time/Permanent  

Hours of work: As agreed with Line Manager/Headteacher 

 
 
NOTE:  
 
The current main duties and responsibilities of this post are outlined in this job description. The 
list is not meant to be exhaustive. The need for flexibility, shared accountability and team 
working is essential. The post holder is expected to carry out any other related duties that are 
within the employee's skills and abilities, commensurate with the post’s banding and whenever 
reasonably instructed.  
 



 
 

 

  

 

 

It is the practice of John Hampden Primary School to review job descriptions to ensure that they 
relate to the role as then being performed, or to incorporate whatever reasonable changes that 
have occurred over time or are being proposed. This review will be carried out by the 
Headteacher in consultation with the post-holder before any changes are implemented. The 
post holder is expected to participate fully in such discussions and implementation.  
 
 
SAFER RECRUITMENT: 
 
Oxfordshire Schools are committed to safeguarding and promoting the welfare of children and 
young people and expect all staff and volunteers to share this commitment. This post involves 
the type of work with children and young people that requires applicants to undertake a 
Disclosure and Barring Service check. The possession of a criminal record will not necessarily 
prevent an applicant from obtaining this post. All users are considered confidentially and 
according to the nature of the role and information disclosed. 

 
 


