
 

 

  

 

 

 

  

 

 

 

 

 

 

 

  

Recruitment Booklet  

Apprentice Teaching Assistant 



 

 

Job Description 
 

Post:    Teaching Assistant 

Required:   September 2023 
Pay scale and salary: £7.49 - £10.42 per hour in line with the Apprenticeship  

minimum wage 

Term time only (38 weeks paid over 12 months) 
Hours of work:  30 hours per week  

Accountable to:   SENCO 
 

 

 

Main Duties:  
• To support students during their learning 

• To have good relationships with students, acting as a role model and 
being aware of and responding to individual needs 

• To promote the inclusion and acceptance of all students 

• To encourage students to engage in activities led by the teacher 
• To encourage students to be independent 

• To assist in preparing the classroom 
• To be aware of student problems/progress/achievements and encourage 

positive learning 

• To carry out some administrative duties 
• To 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 

• To participate in training and other learning activities and performance 

development as required 
• To assist with the supervision of students out of lesson times, including 

before and after school and at lunchtimes 
• To accompany teaching staff and students on visits, trips and out of 

school activities as required.  

• To undertake any other duties requested.  

 

General Responsibilities  

• Contribute to and uphold the vision and ethos of the Trust. 

• Promote team and partnership working to ensure effective working relations  

• Treat all users of the academy with courtesy and consideration  

• Be aware and comply with all Trust policies at all times.  

 

The duties and responsibilities highlighted in this job specification are indicative 

and may vary over time. This role will be required to work across a number of 

sites across the MAT.   Postholders 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.   

 



 

 

Person Specification 
Detailed below are the types of skills, experience and knowledge that are required of applicants applying 

for the post. The ‘Essential Requirements’ indicate the minimum requirements and applicants lacking 

these attributed will not be considered for the post. The points detailed under ‘Desirable Requirements’ 

are additional attributes to enable the applicant to perform the position more effectively or with little or 

no training. They are not essential, but may be used to distinguish between acceptable candidates.  

 

QUALIFICATIONS Essential Desirable MOA 

Grade C/4 or above in GCSE English & Maths or 

equivalent level 2 qualification 

 * A/Q 

KNOWLEDGE/SKILLS Essential Desirable MOA 

Excellent numeracy/literacy skills *   

Ability to engage children and young people to 

develop a love of learning 

*   

Work constructively as part of a team *   

Effective use of ICT/technology to support learning *   

Knowledge and skills to safeguard the welfare of 

Children and Young People and uphold your 

professional responsibility 

*  A/Q/R/S 

EXPERIENCE Essential Desirable MOA 

Working with or caring for children and young people  * A/R/S 

PERSONAL QUALITIES Essential Desirable MOA 

A passion for education and making a difference *  A/R/S 

Excellent communicator *  A/R/S 

Effective team member *  A/R/S 

Energy, enthusiasm, sense of humour *  A/R/S 

Ability to motivate self and others *  A/R/S 

Willingness to contribute to the wider life of the 

academy and Trust 

*  A/R/S 

Emotional resilience - recognising that working in 

Education/HR can be a demanding job but approach 

the challenge positively 

*  A/R/S 

Subscribe to the ethos of the Trust and go the extra 

mile in terms of time and commitment to get the 

very best from their students 

*  A/S 

The postholder must have a command of spoken 

English which is sufficient to enable the effective 

performance of the role, including the ability to speak 

with confidence and accuracy and the ability to listen 

and respond appropriately dependent on the 

audience.  

*  A/Q/R/S 

Employment is conditional on confirmation of the right to work in the UK – either as a 

UK or Irish citizen, under the EU Settlement scheme or having secured any other 

relevant work visa. If you do not have the right to work in the UK and the role does 

not meet eligibility for sponsorship, please consider carefully whether you meet the 

eligibility to apply for this position. 



 

 

Our students, staff, parents/carers and governors are all focused on 

modelling and demonstrating the Academy’s Values and Expectations, in 

this role this means: 

Cockburn MAT Values 

Resilience ✓ You are able to take a proactive approach to supporting 
students with their behaviour 

Responsible ✓ You have a ‘can do’ attitude and work as a team player 

Aspirational ✓ You seek out opportunities for your own personal learning 
and apply it to your apprenticeship 

Independent ✓ You act on your initiative under the guidance of the Senco 

Respectful ✓ You demonstrate a mature outlook and treat all users of 

the school with respect (staff, students & visitors) following 
the code of conduct at all times. You are aware of 
student/staff boundaries. 

Cockburn MAT Expectations – 5 P’s 

Pride ✓ You take pride in your job and can demonstrate how you 
effectively support students with their learning 

Positive ✓ You are confident, able develop positive working 
relationships and communicate effectively with others. 
You use appropriate language when supporting students 

Polite ✓ You are helpful and show a willingness to go the extra 
mile  

Prepared ✓ You are organised and are always where you should be 
when you should be 

Punctual ✓ Your attendance and timekeeping are excellent and you 
act as a role model to others 

 

Things you need to know 

Hours: - 30 hours per week. Working hours are normally 8.30am – 3.00pm 
Monday to Friday apart from Tuesday when you will be required to work until 
4.00pm. You will receive a 15-minute unpaid break in the morning and a 30-

minute unpaid break at lunch time. You will work 38 weeks (you are paid in 12 
equal monthly instalments) of the year.  

 
Working context: You will be based at one of the secondary schools with the 

Multi-academy Trust, (Cockburn School, Cockburn John Charles Academy or 
Cockburn Laurence Calvert Academy) initially and there may be opportunities to 
gain experience working across different academies in the Trust.   

 
Job Security and Promotion: This a fixed term post available for the duration 

of the apprenticeship. Whilst there are no guarantees given to a subsequent 
permanent post, given that we have invested in your training and development 
we are confident that there will be opportunities for employees who demonstrate 

excellence in how they meet our Values and Expectations. Cockburn MAT invests 
heavily in staff development which has been recognised by achieving Investors in 

People Gold accreditation. 
 



 

 

Professional development: All apprentices will have a thorough induction and 
personalised development plan with an identified buddy and/or mentor. You will 

receive regular feedback about how you are doing. 
 

Pay & Reward: This role will be paid at the equivalent of national minimum wage 
for your age group and will increase in April 2024 in line with any increases to the 
national minimum wage. 

  

Age 18-20  £7.49 

Age 21-22 £10.18 

Age 23 and 
over 

£10.42 

 

There are a range of other benefits including pension benefits, wellbeing 
support: Physio, Counselling, Virtual GP and you will be provided with a free 

lunch for the first year of your apprenticeship.  
 
Safeguarding: - Cockburn MAT is committed to safeguarding the welfare of 

children, and applicants will be subject to full employment checks, including an 
enhanced DBS disclosure. Please note that a criminal record will not necessarily 

be a bar to obtaining employment; this will depend on the circumstances and 
background to any offence. 
 



 


