
 

 
 

Job Description  Teaching Assistant   
 
Reporting to   Headteacher 
 
Line management of  None 
 
Working hours  .             9-3.30 – 30 hours per week Term time only 
     

 
Grade                  Scale 4  (point  8 – 11)  
 
Purpose 
To provide support for pupils, the teacher and the school in order to raise standards of achievement for 
all pupils, to encourage pupils to become independent learners, to provide support for their welfare, and 
to support the inclusion of pupils in all aspects of school life. 
 

Core Purpose 

1. Work as part of the staff team at the direction of the Headteacher/Senior Leadership Team / SENCO/ 
Class Teacher to support teaching provision and pupils' learning. 

2. To be vigilant of any potential safeguarding concerns and follow the school’s safeguarding policy. 

3. To provide a stimulating, caring and happy environment where children are equipped with the skills 
they need to become successful lifelong learners.  

 
 

Teaching and Learning Duties 

1. Under the guidance of the Class Teacher, to work with individuals and groups of pupils in the class or 
other classes, including those pupils with additional educational needs, to help them to achieve to 
the best of their ability. 

2.  At the direction of the Class Teacher, to help to organise classroom activities, prepare resources, 
maintain the classroom/ playground/ school environment (including displays) to a high standard and 
implement strategies for teaching and learning. 

3.  Support delivery of the curriculum and assist pupils to access the full curriculum. Be familiar with 
lesson plans, individual targets and learning objectives. 

4.  Observe pupils' performance, and using the systems in place in the school/class provide the teacher 
with feedback on pupil progress in relation to provision including marking in class (KS1 and 2)  and 
making written observations (EYFS).  
 



5. Communicate and liaise with other members of school staff including the SENCO in order to ensure 
the most effective provision for pupils' academic, emotional and social development. 

6. Deliver intervention programmes and activities as directed by the SENCO and/or Class Teacher. 

7.  Attend outings and trips with pupils, in accordance with school policies and safety guidelines, 
providing assistance with pupils' care and welfare and with the learning activities undertaken. 

8. Under the direction of the Class Teacher, SENCO or Senior Leaders, communicate with professionals 
from outside the school and contribute to meetings held to review pupils' progress. 

9. In collaboration with the Class Teacher, SENCO and Senior Leaders, communicate and liaise with 
parents and carers to facilitate the progress and inclusion of pupils. 

 

Wellbeing and Welfare of Children  

1. To ensure that the school’s behaviour policy is being consistently adhered to using a trauma informed 
approach to manage conflict and to support children to self regulate. Provide support for pupils' 
emotional and social development by encouraging and modelling positive behaviour at all times and 
engaging in reflective practice.  

2. To administer first aid to students and report and record any accidents and injuries in line with school 
procedures (including completing an accident form) and undertake regular first aid training. 

3.  Ensure the physical welfare of pupils and assist pupils with their physical needs as appropriate and 
agreed including administration of medicines inline with school policy, toileting, changing, safe 
manual handling and physical intervention. To undertake any training necessary to fulfil these duties.  

 

Lunchtime and Playground Duties 

1. Where appropriate, to support children in using cutlery correctly, encouraging good table manners 
and independence at the dinner table.  

2. To  support children to set the table, serve food and clean up after eating and ensure the tables, 
chairs and floors are clean before and after eating. 

3. To promote healthy eating- ensuring that the school’s ‘healthy lunchbox’ policy is being followed. 

4. To follow school policies relating to food allergies and medical needs ensuring children’s dietary and 
medical needs are adhered to.  

5. To facilitate play amongst students leading activities and/or giving them ideas for playground games/ 
activities and supporting them. 

6. To encourage children to be physically active and promote a healthy lifestyle including engaging in 
physical activities with children. 

7. To encourage students to look after the school environment and equipment (including packing 
equipment away) and caring for the school grounds. 

 
 

Other Duties and Responsibilities  

1. To monitor daily school communications including emails, the school diary and briefing notes and to 
communicate information to the class teacher/ senior leadership team in a timely manner. 

2. Be aware of key school plans, policies and procedures, especially the School Development Plan, 
Health and Safety Procedures The Staff Handbook and Child Protection Procedures. 

3. Take part in Performance Management in order to identify and agree development and training 
needs. 

4.  To undertake any staff training that is relevant to the job role.  

5. Within your contracted hours, attend staff meetings and INSET as required. 

6. Respect the confidentiality of pupil information adhering to school data protection and GDPR 
policies. 

7. Under take any other reasonable duties from time to time as may be directed by the Headteacher or 
his/her nominee. 

 
 
 



Teaching Assistant– Person Specification    
 

 Essential (E) or 
Desirable (D) 

Education/Qualifications  

Demonstrable levels of numeracy & literacy equivalent to GCSE (A-
C) (or by test). 

E 

Hold NVQ level 2 or equivalent or other accredited qualification. E 

Working towards NVQ level 3 or equivalent accredited 
qualification. 

D 

First Aid Training or willingness to undertake First Aid Training D 

Experience  

Working with or caring for children of relevant age preferably in an education 

setting. 

E 

Collaborative and supportive work with colleagues within a team or 
organisation.   

E 

Experience of supporting children with Special Educational Needs and 
Disabilities. 

D 

  

Skills and Knowledge  

Able to form and maintain appropriate professional relationships and 
boundaries with children and young people. 

E 

Ability to organise and deliver classroom activities e.g. preparing and setting 
out resources, facilitating group work, delivering an intervention programme, 
creating a classroom display under direction from the Class Teacher and/ or 
SENCO . 

E 

Knowledge & understanding of the National Curriculum and/ or Early Years 
Foundation Stage Curriculum. 

E 

An understanding of the importance of lesson plans, individual learning plans 
and targets and learning objectives and to contribute to children’s learning. 

E 

An awareness of the learning and physical needs of the pupils and how to 
support them. 

E 

Willingness to attend and participate in meetings to review pupils progress. E 

Ability to monitor and evaluate pupils’ performance including the ability to 
update and maintain accurate pupil records using the school’s systems in 
place. 

E 

Understanding of relevant policies/code of practice and awareness of relevant 
legislation 

D 

An understanding of how physical activity and healthy eating support 
children’s well being and the ability to engage in physical play and sports 
activities with children. 

E 

Ability to supervise and support pupils effectively both in and out of school in 
line with the school’s behaviour policy. 

E 

An understanding of supporting children to manage their emotions , self 
regulate and resolve conflict.  

D 

Good oral and written communication skills and ability to communicate 
effectively with a range of people including demonstrating good listening skills. 

E 

Effective time management. E 



Committed to continual personal and professional development. E 

Ability to deal with sensitive information in a confidential manner. E 

  

Personal Qualities  

A commitment to maximising the personal, social and emotional development 
of all students. 

 
E 

Ability and willingness to work constructively as part of a team. E 

Willing to work within organisational procedures, processes and to meet 
required standards for the role. 

E 

Be resilient and demonstrate ability to work well under pressure, ensuring 
that you remain calm and in control. 

E 

Able to adopt a flexible working practice. E 

Willingness to attend training relevant to the post E 

  

Equal Opportunities   

Commitment to the school’s equal opportunities policy and Child protection 
policy. 

E 

  

     
 


