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Job Description and Personal Specification
 
	Post Title:
	High Level Teaching Assistant (HLTA)

	Place:
	Hill View Primary School

	Reporting to:
	Class Teacher and Senior Leadership Team

	Liaising with:
	Class Teacher, Teaching Assistants and Senior Leadership Team

	Salary/Grade:
	In line with the United Learning Teaching Assistant pay grading 

	Hours:
	32.5 Term time only plus 8 inset days 

	Disclosure level:
	Enhanced 



PURPOSE OF THE JOB 
· To work under the direction of the Senior Leadership Team and teachers to support high-quality teaching and learning.
· To complement the delivery of the curriculum and contribute to school improvement, pupil progress and the development of support staff.
· To contribute to and support the full planning cycle, including lesson design, delivery and evaluation.
· To plan, prepare and deliver lessons to individuals, groups and whole classes, including covering classes during PPA and short-term teacher absence.
· To support pupils’ academic, social and emotional development, promoting independence and inclusion.
· To demonstrate a clear understanding of safeguarding procedures in line with Keeping Children Safe in Education (KCSIE).

Main Duties 

Planning 
· Contribute to and support the full teaching and learning cycle, including lesson planning, delivery, evaluation and adaptation. 
· Work collaboratively with teachers to design engaging and inclusive learning activities that meet the needs of all pupils. 
· Plan and prepare lessons for individuals, groups and whole classes in line with the National Curriculum. 
· Develop and adapt high-quality resources to support learning, responding to pupil need and ability. 
· Contribute to the planning and organisation of learning beyond the classroom, including educational visits and enrichment opportunities.

Teaching and Learning 
· Deliver high-quality teaching to individuals, small groups and whole classes within an agreed framework. 
· Provide lesson cover during teachers’ PPA time and short-term absence, ensuring continuity of learning. 
· Use a range of effective and engaging teaching strategies to motivate pupils and promote progress. 
· Promote high expectations of behaviour, engagement and achievement in line with school policy. 
· Lead and implement effective behaviour management strategies, fostering a positive and purposeful learning environment. 
· Promote equality, diversity and inclusion, ensuring all pupils have access to high-quality learning regardless of need or background. 
· Support pupils with Special Educational Needs and Disabilities (SEND), including those with EHCPs, using the graduated approach (Assess, Plan, Do, Review). 
· Promote pupils’ independence, resilience and self-confidence through effective support and challenge. 
· Establish positive and professional relationships with pupils, acting as a role model for behaviour and attitudes to learning. 
· Support effective communication with parents and carers, contributing to meetings and providing feedback on pupil progress where appropriate.


Monitoring and Assessment 
· Use assessment information to inform planning and adapt teaching to meet the needs of all learners. 
· Provide clear and constructive feedback to pupils to support their learning and development. 
· Maintain accurate and up-to-date records of pupil progress and attainment. 
· Contribute to whole-school assessment processes 
· Work collaboratively with teaching staff to evaluate the effectiveness of learning and identify areas for improvement.

Pastoral And Safeguarding
· Promote a safe, inclusive and supportive school environment where all pupils feel valued and respected. 
· Demonstrate a strong understanding of safeguarding and child protection procedures in line with KCSIE and school policies. 
· Recognise and respond appropriately to safeguarding concerns, reporting them in accordance with school procedures. 
· Support pupils’ social, emotional and mental health needs, promoting wellbeing and resilience. 
· Build and maintain positive relationships with parents/carers to support pupils’ learning and development. 
· Support effective supervision of pupils at breaktimes and other non-classroom times, ensuring safety and positive behaviour. 
· Work collaboratively with external agencies and professionals to support individual pupil needs where appropriate.



Wider Professional Responsibilities

· Contribute to the wider life and ethos of the school, supporting its values, vision and improvement priorities.
· Model high standards of professionalism, conduct and communication at all times.
· Support and guide other support staff where appropriate, modelling effective practice.
· Attend and actively participate in staff meetings, training and professional development opportunities.
· Demonstrate a commitment to continuous professional development and reflective practice.
· Promote equality, diversity and inclusion in all aspects of the role.
· Ensure compliance with the school’s Health and Safety policies and procedures.
· Use ICT effectively to support teaching, learning and administrative tasks.
· Undertake any other duties commensurate with the level of the post as directed by the Headteacher or Senior Leadership Team.

Other 
•	Adhere to equality, diversity and safeguarding policies.
•	Comply with health and safety procedures.
•	Use ICT to support teaching and administrative tasks.
•	Undertake any reasonable duties requested by leadership.
JOB SPECIFICATION 


The person specification sets out the criteria to be used in determining whether an individual is likely to be able to undertake the duties in the job description. 

	 EDUCATION & EXPERIENCE 

	
· HLTA status or equivalent experience. 
· Level 5 qualification or degree-level equivalent.
· GCSE Maths and English (Grade C/4 or above or equivalent)
· Significant experience working with children in an educational setting
· Experience of planning and delivering learning to individuals, groups or whole classes 
· Experience of supporting pupils with SEND, including those with EHCPs


	KNOWLEDGE & UNDERSTANDING 

	

· Secure knowledge of the National Curriculum 
· Understanding of effective teaching, learning and assessment strategies 
· Knowledge of the SEND Code of Practice (2014) 
· Understanding of behaviour management strategies 
· Strong understanding of safeguarding and child protection (KCSIE) 
· Awareness of equality, diversity and inclusion in education


	SKILLS 

	
· Excellent communication skills, both written and verbal 
· Strong interpersonal skills, with the ability to build positive relationships with pupils, staff and parents 
· Ability to engage, motivate and inspire pupils 
· Ability to manage behaviour effectively and create a positive learning environment 
· Strong organisational and time management skills 
· Ability to work independently and as part of a team 
· Ability to adapt to changing situations and respond flexibly 
· Competent use of ICT to support teaching and learning
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