St Stephen’s C / E Primary School

JOB DESCRIPTION                                                                                           

SECTION A:

Reporting to:

	Job Title:
	Senior Teaching Assistant 



	Grade: 
	Scale 5 

Hours: 39 weeks term time only – 35 hours per week.


SECTION B:

Responsible for:




Staff Supervised

Responsible to:
HR and Finance Manager
Responsible for:
N / A
SECTION D:

Main duties and Responsibilities/Functional Links

Responsible to the Headteacher for the planning, delivery and enhancement of children’s learning, working alongside the class teacher. This post will include taking responsibility for agreed learning activities under an agreed system of supervision. This may include delivering learning activities for a group or whole classes. 
Major Responsibilities:

1. To be involved in the delivery of the curriculum by working alongside teachers in a support role with individual children and groups of children on identified tasks. This could be supporting pupils with special educational needs, pupils with English as an additional language or pupils who have been identified as gifted and talented.
2. To provide supervisory cover for 4 classes for teachers’ PPA time.
3. To share in general duties relating to displays, first aid, health and safety and the general welfare of children as directed. 

4. To contribute to class records, individual education plans and reviews.

5. To take responsibility for classroom resources and monitoring the use of consumable stock.

6. To share in morning and lunchtime playground duties supervising children.

7. To take part in 5 INSET days per academic year.

8. To attend meetings and take part in in-service training, especially relating to EAL and SEN.

9. To assist teachers with planning by attending regular meetings outside school time as specified by hours stated and in staffing structure.

10. To implement the school’s Code of Conduct with regard to pupil behaviour acting as a positive role model for pupils.

11. To work as a member of a team with other site users.

12. To actively implement the school and LEA equal opportunities policy.

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
· 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

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

· 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.
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, 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

 Support for the School
· 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
· Take the initiative as appropriate to develop appropriate multi-agency approaches to supporting pupils 
· To carry out other such duties in line with the responsibilities of the post that might be required to meet the needs of the school, with particular regard for foundation status of the Church School (this will include attending the daily act of worship).
· Contribute to the identification and execution of appropriate out of school learning activities which consolidate and extend work carried out in class

Equal Opportunities 

· To implement the Council’s Equal Opportunities Policy and work actively to overcome discrimination on the grounds of race, gender, disability, sexuality or status in the Council’s service.

· To take responsibility, appropriate to the post for tackling unlawful discrimination amongst all groups in line with the Equalities Act 2010. 

Safeguarding

· To remain vigilant and do everything possible to protect students and others from abuse of a physical, emotional, sexual, neglectful, financial or institutional nature.  This includes an absolute requirement to 
report to the Headteacher any incident of this nature you witness, hear about or suspect.
Health and Safety

· In carrying out the tasks in this job description you have a duty (under Health & Safety legislation) to take reasonable care for the health and safety of yourself and that of others.  This implies taking positive steps to monitor and maintain a safe and secure working environment.  It is expected that whilst maintaining an effective and efficient working environment you will comply with safety rules and procedures and ensure that nothing you do, or fail to do, puts yourself or others at risk.  This includes contributing to a safe and secure environment for the school community. 

Data Protection

· When working with computerised systems to be completely aware of responsibilities at all times under the Data protection Act 2018 for the security, accuracy, and significance of personal data held on such systems. 

PERSON SPECIFICATION

School:

School’s Name

Job Title:                  Senior Teaching Assistant
Grade:                     Scale 5 

	
	Shortlisting Criteria

	Key Knowledge
	Please note that the following examples are suggestions only:

K1 Full working knowledge of relevant polices/codes of      practice/legislation
K2 Working knowledge and experience of implementing national/foundation stage curriculum and other relevant learning programmes/strategies
K3 Good understanding of child development and learning processes
K4 Understanding of statutory frameworks relating to teaching


	E ((


	Relevant Experience 


	Please note that the following examples are suggestions only:

E1.
Experience of working within local education authorities.

E2.     Experience working with children of relevant age in a learning environment

	E ((


	Qualifications/
Training


	Please note that the following examples are suggestions only:

Q1.  Meet Senior Teaching Assistant standards or equivalent qualification or experience
Q2.  Excellent numeracy/literacy skills – equivalent to    NVQ Level 2 in English and Maths

Q3.  Training in relevant learning strategies e.g. literacy

Specialist skills/training in curriculum or learning area e.g. bi-lingual, sign language, ICT


	

	Key Competencies 
	A2 TEAMWORKING - Demonstrates a clear commitment to the team approach; exchanging ideas and providing support to colleagues.

A4 COMMUNICATING IN WRITING - Conveys written information clearly and accurately to a wide range of recipients.

A5 COMUNICATIING ORALLY - Speak confidently, conveying clear messages to wide range of listeners.

A6 ANALYSING & EVALUATING - Draws logical and accurate conclusions from sometimes-complex information.

A8 MAKING DECISIONS - Embraces responsibility for identifying sound and effective solutions to a variety of different problems.

A9 PLANNING & MANAGING ACTIVITIES - Effectively manages own workload, prioritising effectively and consistently meeting deadlines.

A11 APPLYING NEW TECHNOLOGY - Seizes opportunities to learn about and implement new technology (NT) to enhance personal and team performance.

A16 DELIVERING RESULTS - Embraces responsibility and displays a capacity for driving issues forward.

CS2 GIVING THE BEST ADVICE - Gives accurate and up-to-date advice, providing clarity about the customer’s current status and options for moving things forward.

CS10 RESPECTING DIVERSITY - Seeks to develop an understanding of different groups & individuals and ensures equitable and appropriate treatment for all.

CS15 WORKING WITH CUSTOMERS - Committed to securing the best possible service and outcomes for customers.

CS20 MINIMISING RISK - Retains an awareness of the           work environment, ensuring that the safety of customers, colleagues, and self is paramount. 
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Signed (Employee) ………………………………………
Date ……….……………
Signed (Headteacher) ……………………………………..
Date …………………….

