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JOB DESCRIPTION
Job Title: 	Earlybirds Manager & Teaching Assistant (Level 3)

Grade: 	GR3

Division: 	Education

Section: 	Walmley Junior School
 
1.0 	JOB PURPOSE
1.1 To work in a dual-role position combining the responsibilities of a Teaching Assistant Level 3 during the school day and Earlybirds Manager during after-school provision.
1.2 To support the learning, development, wellbeing and inclusion of pupils during curriculum time, and to lead and manage high-quality before and after school childcare provision, ensuring a safe, caring and stimulating environment.
1.3 To promote positive behaviour, inclusion, safeguarding and equality of opportunity for all children.

2.0 	DUTIES AND RESPONSIBILITIES
Support for Pupils (Curriculum Time – Teaching Assistant Role)
2.1 Support individuals and small groups of pupils in learning activities.
2.2 Establish and maintain positive relationships with pupils, promoting social and emotional development.
2.3 Support pupils with additional needs, including physical, sensory, cognitive, communication and behavioural needs.
2.4 Assist pupils to access the curriculum, including literacy and numeracy support.
2.5 Contribute to individual education plans and pupil progress.
2.6 Support pupils’ health, safety and wellbeing.
2.7 Provide personal care where appropriate, in line with Local Authority guidance.
2.8 Observe, monitor and report on pupil performance and engagement.
Support for Teachers and the Learning Environment
2.9 Assist with the planning, preparation and evaluation of learning activities.
2.10 Support the management of pupil behaviour in line with school policy.
2.11 Prepare, maintain and organise the learning environment and resources.
2.12 Contribute to maintaining pupil records and assessment information.
2.13 Supervise pupils or classes for short periods as required.

Earlybirds Manager Responsibilities (After School Provision)
2.14 Lead and manage the day-to-day operation of the Earlybirds before and after school provision for children aged 7–11.
2.15 Provide high-quality care, play opportunities and structured activities in a safe and secure environment.
2.16 Ensure care provision meets individual needs, including race, culture, gender, religion and additional needs.
2.17 Promote positive behaviour, inclusion and wellbeing within the club setting.
2.18 Manage staff working within the provision, where applicable.
2.19 Be responsible for setting up and clearing away the provision at the start and end of each session.
2.20 Liaise with parents/carers, school staff and external agencies as appropriate.
2.21 Support the planning and development of the club, including holiday provision where appropriate.
2.22 Maintain accurate records, administration and organisation of resources and equipment.
Support for the School
2.23 Support the development of effective teamwork across the school.
2.24 Develop and maintain professional relationships with colleagues and parents/carers.
2.25 Adhere to the ethos, vision and aims of the school.
2.26 Participate in staff meetings, training and professional development as required.
Safeguarding, Health & Safety and Professional Responsibilities
2.27 Promote and safeguard the welfare of children and young people at all times.
2.28 Ensure all duties are carried out with due regard to Health and Safety.
2.29 Maintain confidentiality in line with the Data Protection Act.
2.30 Promote equality of opportunity in service delivery and employment.
2.31 Undertake any other duties commensurate with the grade to ensure the smooth running of the school.





3.0 	SUPERVISION RECEIVED
3.1 Supervising Officer’s Job Title:  Headteacher / Designated Senior Leader
3.2 Level of Supervision: Left to work within established guidelines, subject to management oversight
4.0 	SUPERVISION GIVEN
May include supervision of Earlybirds staff where applicable.

5.0 	SPECIAL CONDITIONS
5.1 This post involves working across two contracts within one on-role position:
· Teaching Assistant (12:00pm – 3:00pm)
· Earlybirds Manager (3:00pm – 6:00pm)
5.2 The post is subject to enhanced DBS clearance and safer recruitment checks.



PERSON SPECIFICATION

Job Title: 	Earlybirds Manager & Teaching Assistant (Level 3)

Grade: 	GR3

Division: 	Education

Section: 	Walmley Junior School
 

[bookmark: _GoBack]Method of Assessment (MOA)
AF – Application Form;  I – Interview;  T – Task/Exercise;  R – Reference

	CRITERIA
	ESSENTIAL
	M.O.A

	Education / Qualifications
NB Full regard must be paid to overseas qualifications
	Level 3 Teaching Assistant qualification (e.g. NVQ Level 3 Diploma in Supporting Teaching and Learning or equivalent)
Level 3 Playwork / Childcare qualification (e.g. Level 3 Diploma in Playwork or equivalent)
	AF/I
AF/I

AF/I
AF/I

	EXPERIENCE (Relevant work and other experience)
	Experience working with children in a school or childcare setting
Experience supporting children with additional needs (SEND)
Experience leading or supervising structured activities

	AF/I

AF/I

AF/I

	SKILLS AND ABILITIES (E.g. Written communication skills, dealing with the public)
	Good literacy and numeracy skills
Knowledge of safeguarding and child protection procedures
Ability to manage behaviour positively and consistently
Strong communication and teamwork skills
Ability to plan and deliver engaging activities

	AF/I
AF/I

AF/I

AF/I
AF/I

	Training
	Willingness to participate in further training and developmental opportunities offered by the school and county, to further knowledge
	AF/I

	Other
	Willingness to maintain confidentiality on all school matters
	AF/I
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