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THE PRIORY SCHOOL

Job Description: Teaching Assistant   

(Grade H6)

Term time plus 1 week
Hours: 8.30am to 4.30pm (including 30-minute lunch)

The postholder is required to perform the duties below. They will be responsible to the Headteacher and will demonstrate a genuine commitment to our Equality and Diversity policy and the wellbeing of all students.

This job description will be reviewed annually and will form the basis of the Performance Management Review procedure. Any issues relating to the review of this job description should be brought to the Headteacher’s notice by the postholder through the senior line manager. The postholder will undertake the following specific responsibilities in order to fulfil our statutory requirements, school aims, policies and targets.

1. Generic Areas of Responsibility

· Ensure confidentiality at all times and ensure compliance with the Data Protection Act

· Maintain productive and efficient time management during the working day

· Notify your line manager of any unforeseen problems where appropriate and in a timely manner

· Maintain and develop a professional working relationship with all stakeholders and outside organisations

· Follow school policy, procedures, professional Code of Conduct and ethos of the school

· Check, respond and action, as appropriate, all communications from stakeholders within one working day

· Carry out administrative tasks as directed by your line manager

2. Supporting Students 
· To have an understanding of the students’ EHCPs and strategies to support the students achieve their goals 

· To establish constructive relationships with students and interact with them according to individual needs 

· To set challenging and demanding expectations and promote self-esteem and independence

· To pro-actively encourage students to interact with others and engage in activities 

· To provide feedback to students in relation to their progress and achievement

· Under the direction of the SENDCo work with identified students on developing their key academic and social skills to be able to access the curriculum

· To use and record relevant data to highlight the impact of interventions on students’ learning

· To use strategies in liaison with teaching colleagues to support students achieve their learning goals 

· To assist with the planning of appropriate learning activities that allow the students to access the curriculum 

· To organise and run a range of extracurricular clubs/groups at lunchtime to support the development of social and academic needs

· To support learning in the home environment

3. Supporting teachers 

· To liaise with the class teacher to ensure a full understanding of leaning being delivered and the needs of the teaching group 

· To assist the teacher in planning and adapting the resources to meet the needs of identified students in the lesson
· To support the class teacher in the delivery of the learning by working with students to develop their resilience and independent skills in oral and written work; individual, small group or where directed withdrawal from the lesson
· To use department (Google) systems and documents to effectively feed back to teachers regularly on students’ needs and understanding in the lessons you support

· Under the direction of the SENDCo work with identified students on developing their key academic and social skills to be able to access the curriculum, with a specific focus on SLCN (ELKLAN qualified)

· To use and record relevant data to track and highlight the impact of interventions on students’ learning using the department systems (Provision Map)

4. Communication 

· Liaise with parents and carers as directed regarding the learning of identified students

· Assist with the development, writing and review of EHCPs and goal-based outcomes (GBO) 

5. Professional development of others

· Delivery of in-house professional development to colleagues

· Outreach development for local schools

6. Professional development

· To attend all directed time meetings as identified by the SENDCo

· To actively engage with the performance appraisal process
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Teaching assistant 
(Grade H6)
Person Specification
	


	
	Essential
	Desirable

	Knowledge & Experience
	
	

	Experience of working in a school
	Y
	

	Relevant experience of working with students with a range of learning barriers with a particular focus on ASD /SLCN / SPLD
	Y
	

	To have experience of gathering evidence for and reviewing EHCPs
	
	Y

	Relevant qualification in SLCN (ELKLAN) and emotional wellbeing (ELSA) 
	Y
	

	Familiar with Zones of Regulation and SCERTS
	
	Y

	Relevant experience in the use of Microsoft packages and SIMS
	Y
	

	Skills & Abilities

	To be fully aware of child safeguarding statutory requirements 
	Y
	

	Minimum Level 2 qualification in English or Maths
	Y
	

	Ability to use own initiative as well as working within a team environment
	Y
	

	Excellent communication and interpersonal skills
	Y
	

	Ability to interact with students
	Y
	

	Ability to be attentive to detail, work to high levels of accuracy and adhere to strict deadlines
	Y
	

	Ability to organise and prioritise work
	Y
	

	Ability to remain confident yet discreet in dealing with visitors, parents and students
	Y
	

	Ability to make quick decisions on which enquiries need to be referred on and dealt with
	Y
	

	Personal Qualities

	Commitment to achieving high standards
	Y
	

	Enthusiasm and positive outlook
	Y
	

	Responsible, honest and reliable
	Y
	

	Good personal organisation
	Y
	

	A sensitive and caring manner
	Y
	

	Calm under pressure
	Y
	


