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	JOB DESCRIPTION

Apprentice Teaching Assistant 


	PLACE OF WORK: All Saints CE Federation 
	CURRENT SALARY: 
£19,292 - £23,556 pro rata 

	REPORTS TO:   Headteacher
 

	1.
	MAIN PURPOSE OF JOB
To work under the direct instruction of teaching/senior staff, usually in the classroom with the teacher, to support access to learning for pupils and provide general and specific assistance to the teacher in the management of pupils and the classroom.


	2.
	KEY TASKS

	
	i. 
	Attend to the pupils’ personal needs and implement related personal programmes, including social, health, physical, hygiene, first aid and welfare matters.


	
	ii. 
	Supervise and support pupils, ensuring their safety and access to learning.


	
	iii. 
	Establish good relationships with pupils, acting as a role model and being aware of and responding appropriately to individual needs.


	
	iv. 
	Promote the inclusion and acceptance of all pupils.
 

	
	v. 
	Encourage pupils to interact with others and engage in activities led by the teacher.


	
	vi. 
	Encourage pupils to act independently as appropriate.


	
	vii. 
	Prepare classroom as directed for lessons and clear away afterwards.  Assist with the display of pupil’s work.


	
	viii. 
	Be aware of pupil problems/progress/achievements and report to the teacher as agreed.


	
	ix. 
	Support the teacher in managing pupil behaviour, reporting difficulties as appropriate.


	
	x. 
	Undertake pupil record keeping as requested.

 

	
	xi. 
	Gather/report information from/to parents/carers as directed.


	
	xii. 
	Provide clerical/admin/general support e.g. photocopying, typing, filing, laminating, ensuring high standards of hygiene and welfare of pupils, distributing snacks and drinks, cleaning up after activities / pupils etc.


	
	xiii. 
	Contribute to the overall ethos, work and aims of the academy.



	
	xiv. 
	Have a flexible and proactive approach to ensure the needs of the children are being met with the support of the team.


	
	xv. 
	Participate in training and other learning activities and performance development as required and attend relevant meetings as required. 



	
	xvi. 
	Support pupils to understand instructions.


	
	xvii. 
	Support pupils in respect of local and national learning strategies e.g. literacy, numeracy, early years, as directed by the teacher.


	
	xviii. 
	Support pupils in using basic ICT as directed.


	
	xix. 
	Prepare and maintain equipment/resources as directed by the teacher and assist pupils in their use.


	
	xx. 
	Comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.


	
	xxi. 
	Embrace equality and diversity.


	
	xxii. 
	Assist with the supervision of pupils out of lesson times, including before and after school and during lunchtimes as required.


	
	xxiii. 
	Accompany teaching staff and pupils on visits, trips, after school clubs and out of school activities as required.


	
	xxiv. 
	Follow all school and Trust policies and procedures, in particular related to  health and safety, child protection, behaviour management, inclusion, equalities policy and data protection policy.



	
	xxv. 
	Participate as required in the Academy’s performance management and supervision systems and take part in appropriate training and development activities.



	
	xxvi. 
	Any other duties commensurate to the level of the post.



	

	3.
	SUPERVISION / MANAGEMENT OF PEOPLE -  none
 

	4. 
	MAIN CONTACTS & RELATIONSHIPS

Internal:  
All school staff, pupils, governors.  
External:  
Provides information to parents about pupils’ progress, strategies etc. when directed.



	PERSON SPECIFICATION

Apprentice Teaching Assistant


	5.


	KNOWLEDGE AND QUALIFICATIONS

Essential, i.e. the post holder must have:
· Minimum level 2 literacy and numeracy qualification, or willingness to work towards within the lifespan of the apprenticeship
· Good IT skills – computer / photocopier / laminator 
· A knowledge of, and commitment to, the safeguarding of pupils
· Basic knowledge of child development and willingness to build on this 
· A knowledge of, and commitment to, equality and diversity in school and workplace

Desirable, i.e. the post holder would ideally have:

· Food hygiene qualification

· Knowledge of strategies which promote good behaviour and discipline

· Appropriate knowledge of first aid

· Willingness to undertake relevant childcare qualification. 


	6. 
	EXPERIENCE

Essential, i.e. the post holder must have:
· Experience of working successfully as part of a team

Desirable, i.e. the post holder would ideally have:

· Experience of working with or caring for children of relative age in a supportive capacity.


	7. 
	SKILLS AND PERSONAL QUALITIES

Essential, i.e. the post holder must have:
· Ability to communicate well with members of staff, children and parents

· Be able to work constructively as part of a team, 
· Good time management and personal organisational skills
· Reliability and dependable

· Able to retain a calm and professional approach in the face of challenging behaviour

· Resilience in the face of challenging circumstances
· Desire to learn and commitment to undertake relevant training, leading to formal qualification
Desirable, i.e. the post holder would ideally have:

· Able to participate in the creative design of classroom and school displays
· To be committed and motivated to the objective of raising achievement in the school
· To have a flexible approach to work. 
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