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Job Description – Apprentice Teaching Assistant
	Job Title: Apprentice Teaching Assistant

	Responsible to: Deputy SENDCO

	Salary Scale and Point: National apprentice rate 

	Contracted Hours: Term Time Only, 30.38 hours



Purpose of the Job
To work with teachers to support teaching and learning by working with individuals or small groups of pupils under the direction of teaching staff and may be responsible for some learning activities within the overall teaching plan.
General Responsibilities/Activities
· Work with individuals or small groups of pupils in the classroom under the direct supervision of teaching staff. 
· May work with individual pupils with SEND and/or with pupils for whom English is not their first language. 
· May implement planned learning activities/ teaching programmes as agreed with the teacher, adjusting activities to pupils’ responses as appropriate. 
· Participate in planning and evaluation of learning activities with the teacher.
· Support independent learning and inclusion of all pupils. 
· Provide feedback to pupils in relation to attainment and progress under the direction of the teacher. 
· May assist with the development of one-page profiles for pupils with SEND. 
· Select, prepare and clear away classroom materials and learning areas ensuring they are available for use, including developing and presenting displays. 
· Arranging/ providing resources for lessons/activities under the guidance of the teacher. 
· Set high expectations of conduct, whilst acting as a good role model for others
Exams, educational visits and other supervision 
· May invigilate exams and tests. 
· May act as a reader or scribe in exams. 
· May assist escorting pupils on educational visits. 
· May assist with break time supervision including facilitating games and activities. 



Personal and welfare support 
· May assist pupils with dressing, hygiene and eating whilst encouraging independence, having received appropriate training. 
· Supporting pupils emotional and social well-being, reporting any problems to the teacher/ relevant pastoral team. 
Systems, policies and procedures 
· Be aware of and comply with all trust and school policies and procedures (particularly relating to safeguarding, child protection, equal opportunities, health and safety and security, confidentiality and data protection) reporting all concerns to an appropriate person.
· Carry out all duties with regard to the school’s policies and codes of conduct.
· Contribute to maintaining a safe environment. 
· Responsible for the careful and safe use of equipment.
Team involvement 
· May demonstrate own duties to new staff. 
· May support the work of other teaching assistants in the classroom. 
Building professional relationships 
· Communicates with pupils to support learning and development and encourage acceptable behaviour. 
· Exchanges information with staff and parents/ carers. 
Record keeping and information management 
· Providing feedback to the teacher on pupil progress and behaviour. 
· Support the teacher in monitoring, accessing and recording pupil progress under the guidance of the teacher. 
Knowledge, skills and experience 
· Working towards NVQ level 3 Apprenticeship Teaching Assistant as part of apprenticeship. 
· Maths and English Grade 4 or above.
· IT and keyboard skills. 
· Curriculum knowledge and experience to support and lead learning activities. 
· Knowledge and compliance with policies and procedures relevant to health and safety and child protection.



Professional Development
· Willing to undertake any necessary professional development and training.

Flexibility Clause 
As a term of your employment, you may reasonably be expected to perform duties of a similar or related nature to those outlined in the job description. 

Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified. Staff will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in the job description.
This job description will be reviewed annually and the head teacher reserves the right to alter the content of the job description, after consultation with the post-holder, to reflect changes to the job or services provided, without altering the general character or level of responsibility.
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	Education and Qualifications
	Essential
· GCSE Maths and English 
· Willingness to participate in ongoing training

	Experience
	Essential
· Good numeracy/literacy skills 
· Strong ICT skills 
Desirable
· Experience of working with children of relevant age
· Experience of working as part of a team
· Experience of working with children with additional needs

	Skills and knowledge
	Essential
· Understanding and commitment to the safeguarding of children
· The ability to act upon own initiative and identify straight forward solutions to simple problems
· The ability to identify work priorities


	Interpersonal Skills
	Essential
· A commitment to safeguarding and promoting welfare for all.
· Positive and approachable team member
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