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	Title 

CLASSROOM ASSISTANT
Grade 1 
	School:

	Post Ref 
Profile Learning Support
	

	Job Purpose

To work under the instruction of the classroom teachers and Office Manager to prepare resources and support classroom organisation.

	

	Key Responsibilities

1. Creating and maintaining a clean and orderly learning and teaching environment

2. Preparing and maintaining routine equipment/resources/materials as requested

3. Undertaking basic record keeping for management of resources, as directed

4. Providing support for such tasks as clerical, administrative, photocopying, display, collection and recording of money

5. Monitoring, arranging and maintaining orderly and secure storage of supplies and equipment 

General Responsibilities
6. Following school procedures, in particular those relating to health and safety and child protection

7. Any other duties which may reasonably be regarded as within the nature of the duties and responsibilities/grade of the post as defined, subject to the proviso that normally any changes of a permanent nature shall be incorporated into the job description in specific terms, following consultation with the Recognised Trade Unions
8. To promote and safeguard the welfare of children and young persons for whom you are responsible and with whom you come into contact with during the course of your duties and responsibilities. Your conduct must at all times be in accordance with the school’s policies and procedures

9. To report any causes for concern relating to the welfare and safety of children to the designated person, and the head teacher, or if unavailable the designated safeguarding governor or a member of the senior leadership team

10. To attend safeguarding training as required by the school and maintain your knowledge and understanding of your responsibility for safeguarding children in this school


	Person Specification



	Education and Knowledge

1. A good standard of secondary education to GCSE level or equivalent.

2. A good standard or literacy and numeracy


	Personal skills and general competencies
Personal skills and general competencies

1. To perform routine clerical tasks including checking and verifying information, greeting visitors, providing directions and advice and information to basic enquiries, typing straightforward letters and documents
2. To undertake general office support work including filing, photocopying, routine data input and retrieval including updating pupil records
3. To prepare and process routine orders including completion of pro-formas, placing orders, receiving and matching delivery notes with orders/invoices

4. To receiving and processing incoming and outgoing mail. 

5. To undertake cash collection duties including simple recording as required

6. To collect and process attendance data



	Experience

1. Carrying out a range clerical or administrative duties.

2. Following well defined processes, practices or procedures.

3. Carrying out tasks without close supervision.

4. Working with IT systems including basic word processing and spreadsheet operation.

5. Handling information in accordance with the Data Protection principles.


	


Grade 1 LEARNING SUPPORT


