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JOB DESCRIPTION
Teaching & Administration Assistant


Introduction

Every School has its own traditions, its own ethos, its own identity, and its own purpose.  The purpose of Westcliff High School for Boys (WHSB) is to provide an excellent education for our pupils, supporting them in their journey to adulthood by developing character and intellect within a happy and scholarly community.
To this end, WHSB provides exceptional teaching and a wealth of extra-curricular activities to develop the Learner Profile attributes in our pupils through a unique education filled with exciting, challenging, and enjoyable experiences.  Today, we continue our proud tradition as a Grammar School serving pupils within the local community and actively promoting the wonderful opportunities we can offer to local children and their families. 

HOURS AND SALARY
The hours are 40 per week, 8.00am and 4.30pm, Monday to Friday.
Term-time only (38 weeks per annum).
The salary is £23,750 actual (£25,614 Full Time Equivalent).
This is a fixed term position until 21 July 2027.

Job Purpose
The Teaching & Administration Assistant is responsible for:
· Complementing the professional work of teachers by taking responsibility for appointed learning activities. This may involve planning, preparing and delivering learning activities for individuals/groups, or on a short-term basis for whole classes;
· Monitoring pupils and assessing, recording and reporting on pupils’ achievement, progress and development;
· Contributing to the overall ethos, work and aims of the School.


Duties and Responsibilities
Main duties and responsibilities are indicated below. Other duties of an appropriate level and nature may also be required, as directed by the Headmaster, and the Teaching Assistant Supervisor.








Job Specification

Operational
· Establish and maintain good relationships with all pupils, parents/carers, colleagues and other professionals.
· Understand and implement the School’s behaviour policy and code of conduct, including the issuing of rewards and sanctions within the School’s policies and procedures.
· Ensure that pupils are aware of the School’s behaviour policy and code of conduct, and support pupils to comply with them and to understand the consequences of their behaviour.
· Report any incidents of unacceptable behaviour or issues of concern to the appropriate member of staff.
· Assess pupils’ needs and use detailed knowledge and specialist skills to support their learning.
· Be aware of and support difference and ensure all pupils have equal access to opportunities to learn and develop.
· Promote and encourage the acceptance and integration of all pupils within the classroom by using appropriate strategies and complying with School policies.
· Supervise and provide support to individuals, groups and classes of pupils including those with special educational needs (SEN) ensuring their safety and access to learning activities, and encouraging them to become independent learners within their own ability.
· Organise and manage a positive and appropriate learning environment and use of resources.
· Support pupils consistently while recognising and responding to their individual needs.
· Motivate and encourage pupils, and help them to develop their self-esteem.
· Encourage pupils to interact and work co-operatively with others.
· Make effective use of opportunities provided by learning activities to support the development of relevant skills.
· Implement individual school plans (ISPs), individual behaviour plans and personal care plans for pupils.
· Use ICT effectively to support learning activities and to develop pupils’ competence and independence in its use.
· Provide objective and accurate verbal and written feedback to the teacher and other professionals on pupil achievement, progress and other matters ensuring availability of appropriate evidence.
· Implement and undertake the supervision of pupils during breaktimes and lunchtimes as required.
· Assist in putting up and maintaining appropriate displays within the classroom and the School.
· Participate, where appropriate, in the development and establishment of ISPs.
· Co-ordinate and participate in immunisation and screening programmes.
· Administer first aid as required.
· Maintain strict professional confidentiality, yet understanding the need to share information with other staff and agencies as appropriate in line with school policies and procedures.






Administrative
· Undertake all necessary clerical and administrative tasks as required.
· Ensure that all administrative duties, checks, documentation, reports and returns (internal and external) are completed accurately and submitted within required deadlines.
· Undertake responsibility for administration relating to all areas within their remit.
· Input and extract information from the School’s database system/s.
· Maintain both manual and computerised records and filing systems relating to all areas within her/his remit as required.
· Deal with correspondence promptly and as required.
· Maintain manual and computerised records and filing systems as required.

General
· Attend School events and meetings with parents/carers and other professionals as required.
· Supervise pupils on educational visits and participate in extra-curricular activities as required.
· Invigilate School and Public Examinations and tests as required.
· Attend relevant meetings and training sessions.
· Undertake first aid training and responsibilities as required.
· Comply with and assist in the development of policies and procedures relating to Safeguarding, Health, Safety and Security, Confidentiality and Data Protection, reporting all concerns to an appropriate person.

All staff are responsible for promoting and safeguarding the welfare of students at Westcliff High School for Boys by ensuring compliance with the School’s Safeguarding and Child Protection Policy at all times. It is a requirement of all staff to report any actual or potential risks to the safety or welfare of students to the Designated Safeguarding Lead.

This document summarises the main responsibilities of the post. All staff are required to undertake whatever else may reasonably be requested by the Headmaster. All staff are expected to uphold, support and realise the ethos of the School, as outlined in the Mission Statement and Learner Profile. Job Descriptions are subject to annual review.

Should we receive sufficient suitable applications for this position at an earlier point in the process, we reserve the right to close the advertisement early.
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Headmaster: Mr MA Skelly M.A.

Kenilworth Gardens | Westcliff-on-Sea | Essex | SSOOBP | 01702 475443
@ www.whsb.essex.sch.uk facebook.com/WHSforBoys W @WHSforBoys
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