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JOB DESCRIPTION

JOB DESCRIPTION

	
JOB TITLE:

	
Teaching/Classroom Assistant
	
LINE MANAGER:
	
Headmaster



Accountability

All staff are responsible to the Headmaster for their overall performance.

Professional Duties

The following duties are the professional duties which all teaching staff may be required to 
perform:

· All staff are expected to be an integral part of a team that accepts the collective 
responsibility for the health, education, and welfare of the girls in the school.

· All staff are expected to assist in the implementation of the aims of the school, which 
are based upon developing each girl’s natural ability to the full.

· All staff are expected to provide a differentiated curriculum that ensures that all reasonable adjustments 
are made to enable every individual pupil to access the curriculum and to make optimum progress.

· All staff are expected to play as full a part as possible in the corporate life of the 
school, and take a fair share of the supervisory duties and extra-curricular activities 
in the school.

· All staff are expected to attend the annual Sports Day.

· All staff are expected to contribute to the school ethos by upholding discipline and 
standards of general behaviour around the school.

· All staff are expected to attend Parents’ meetings and major functions, when required 
by the Headmaster, to include support staff as required.  Staff are expected to assist in 
one evening performance each term.

· All staff are expected to cover for absent colleagues and, when absent themselves, 
set appropriate work if possible.

· All staff are expected to take part in the Staff Appraisal scheme.

· All staff are expected to maintain good order and discipline among the pupils and 
safeguard their health and safety, both when they are at school and when they are 
engaged in authorised school activities elsewhere.

· All staff are expected to attend CPD training on a regular basis.

Under the guidance of the Class Teacher, the Teaching/Classroom Assistant will be expected to:  

Principle Tasks

· Participate enthusiastically in Class and whole School activities and carry out the responsibilities in accordance with the School’s aims, objectives, policies, and procedures.

· Have a sound understanding of early childhood development and the National Curriculum.

· Support the Class Teacher in a broad and balanced learning environment that builds on the Early Years Foundation Stage Curriculum and ensures progression and continuity into the Junior and Senior Departments.

· Assist the Class Teacher in planning and implementing the curriculum in order to meet the needs of the girls as individuals and to enable them to reach their full potential.

· Show respect and care for each girl in order for them to succeed in an atmosphere of care and respect.

· Help create and maintain a well-ordered learning environment that is aesthetically pleasing and stimulating in order to support and promote learning as well as giving value to their achievements, including the effective display of pupils’ work.

· Have high expectations of the girls, to encourage them to achieve an excellent standard in their work through self-discipline, motivation, and enthusiasm. 

· Encourage the girls to develop a strong sense of responsibility for themselves and others, and to live together in harmony according to the St Hilda’s Code of Conduct.

· Maintain and respect confidentiality where appropriate.

· Encourage, establish, and maintain a working partnership with parents/carer.

· Attend in-service training courses as appropriate, to extend own skills and knowledge.  To take part in meetings in order to assist in long, medium- and short-term planning.

· Help organise, maintain, and clean equipment and resources that support the Curriculum.

· Maintain high standards of hygiene and to be responsible for the girl’s personal cleanliness and comfort.

· Assist with playground duties.

· Under the guidance of the Class Teacher, prepare the classroom before the children arrive, ensuring that all areas are tidy, stocked and ready to use.

· Greet each child, note down messages from parents.

· To lead activities, as directed by the Class Teacher.


· Tidy the classroom, re-stock areas and prepare for the following day after the children have gone home.

· To attend the School Staff meetings

· To attend INSET training days and meetings before each term begins.

Person Specification

· Ability to inspire, motivate and maintain the enthusiasm of every child.

· Ability to work on their own initiatives and to prioritise tasks as well as work in a team.

· Ability to maintain safe and tidy standards in all working areas.

· To present a pleasant and polite manner with parents and other adults.

· Knowledge and confidence in the use and delivery of IT.

Qualifications

Good basic education to GCSE level in literacy and numeracy, or the equivalent.  An NVQ Level 3 or equivalent in Childcare.

Experience

Experience of working with young children, perhaps as a parent or voluntary worker (e.g. as a Brownie or Cub leader).

Knowledge and Understanding

The Teaching Assistant should have knowledge and understanding of:

· The needs of young children
· Child development and the ways in which children learn;
· The roles played by various adults in a child’s education;
· Behaviour management strategies;
· Equal opportunities
· Safeguarding
Skills

The Teaching Assistant will be able to:

· Help staff to achieve their objectives;
· Assist children on an individual basis, in small group and whole class work;
· Explain tasks simply and clearly and foster independence;
· Supervise children, and adhere to defined behaviour management policies;
· Accept and respond to authority and supervision;
· Work with guidance, but under limited supervision;
· Liaise and communicate effectively with others;
· Demonstrate good organisational skills;
· Reflect on and develop professional practice;
· Display work effectively and make and maintain basic teaching resources.
· Monitor, record and made basic assessments about individual progress.
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