Job Title: Higher Level Teaching Assistant 
Location: Goffs Oak Primary and Nursery School 

Pay grade: H5
Purpose of the role: To cover classes independently for PPA and in the event of staff absence following and designing programmes of work; to provide high level support to teachers in the management of pupils’ learning and to provide feedback on progress of pupils where and when necessary.
Responsibilities: 
· Attend to pupils' personal needs, including social, health, hygiene, first-aid and welfare matters
· Prepare classrooms and clear afterwards and assist with the display of pupils' work
· Provide clerical/admin support, e.g. photocopying, typing, filing, collecting money, record keeping
· Assist with the planning and delivery of learning activities
· Accompany teachers and pupils on out-of-school activities and take responsibility for a group, under the direction of a teacher
· Liaise with parents and carers, under the direction of a teacher
· Assist with the development and implementation of individual education plans and personal care programmes
· To work with groups and individuals
· To independently supervise whole classes during the absence of a teacher including PPA sessions
· To mark and assess, where necessary, pupils’ work and evaluate plans of lessons
· Within an agreed system of supervision, plan, deliver and evaluate programmes of work that meet teaching and learning objectives
· Use specialist curricular knowledge or experience to support pupils' learning
· Administer and assess routine tests 
· Supervise, and provide individual support for, pupils with identified special educational needs
· Use IT for learning activities and support pupils to develop competencies and independence in the use of IT
· Assist pupils with eating, dressing and hygiene, as required, whilst encouraging independence 
· Provide lunchtime supervision and cover 

Teaching Assistants in this role may also undertake some or all of the following:
· Develop and implement Individual Development Plans for pupils (such as Individual Educational Plans), including attendance at, and contribution to, reviews 
· Support the role of parents / carers in pupils’ learning and contribute to meetings with parents / carers to provide constructive feedback on pupil progress/achievement etc 
· Contribute to the development of policies and procedures 
· Provide cover supervision of classes 
· Supervise or manage the work and development of other classroom support staff 
· Be responsible for the preparation, maintenance and control of stocks of materials and resources 
· Liaise with external agencies on a regular basis 
· Provide pastoral care to pupils for example as head of year or tutor group 
· Be responsible for pupils who are not working to the normal timetable 
· Assist pupils with eating, dressing and hygiene, as required, whilst encouraging independence 
· Invigilate exams and tests 
· Be responsible for the presentation of displays.

	Knowledge
NVQ level 2 in numeracy and literacy (or equivalent)
Good knowledge of ICT  (inc tools for planning, research, analysis & admin) and hardware (inc digital cameras, computers, email and internet)
Understanding of statutory and non-statutory  frameworks for school curriculum 
Understanding of SEN code of practice and disabilities legislation
Understanding of Health and wellbeing, safety and child protection 
Understanding of the Schools Ethos and Values
Understanding of Data Protection and confidentiality
	Competencies
Communication (written and verbal) 
Decision making
Team working
Active listening
Sensitivity
People management
Monitoring
Drive
Adaptability
Managing relationships






This role will be reviewed annually as part of the PMD process

The duties and responsibilities listed above describe the post as it is at present.  The post holder is expected to accept any reasonable alterations that may from time to time be necessary.	
