
 
 
 
 
 

Teaching Assistant  
Job description 

 
 

We are looking to appoint an outstanding teaching assistant to join our growing team. 
 
You will be a key member of the team of practitioners responsible for the education and care 
of the children in the school. You will be involved in contributing to the teaching and learning 
programme in accordance with the ethos, aims and objectives of the school. The Teacher 
and the Teaching Assistant work as a team - being ‘partners’ in supporting the students’ 
access to learning and the whole curriculum (including the National Curriculum) and their 
independence as learners. You may be required to work with groups or individuals from a 
class without the presence of the class teacher and supervise activities and tasks. 
 
 
Post    Teaching Assistant 
 
Grade:   Scale Point 12 - 15 (pro rata term time 40 weeks) 
   Actual salary - £15,312 - £15,780 
 
Hours:   36 hours per week/40 weeks per year (term time) 
 
Main Duties 
 
1. Support for students: 

a) provide appropriate levels of individual attention, reassurance and help for student(s) needs 
as identified in Individual Education Plans 

b) support the specific needs of specified students – physical, emotional and/or behavioural 
c) support student(s) access to the curriculum, their learning in particular lessons and their 

progress towards specific individual targets 
d) ensure that teachers are aware of the specific learning needs and targets of identified 

students 
e) foster student independence through supporting improvement in their knowledge, skills and 

understanding 
f) provide information, advice and direction to students about their behaviour within the agreed 

framework of school and departmental policies on discipline and behaviour 
g) take appropriate action to identify, analyse and minimise any risks to health, safety and 

security in the immediate working environment 
h) where necessary and under the direction of the teacher, act as an escort on and off school 

premises, normally in the presence or immediate vicinity of the teacher and in accordance 
with the School Off Site Policy 

i) deliver intimate care as appropriate following advice from the Occupational Health Therapist.  
 

2. Support for the teacher(s): 
a) support student(s) access to the curriculum by differentiating instructions and resources 
b) prepare materials of the quality and quantity specified by the teacher 
c) help students to select equipment and materials relevant to their learning tasks and to 

use these safely and correctly 



 
 
 
 
 

d) support the maintenance of student records by providing information to the teacher and 
recording, in accordance with school and departmental policy, the work and progress of 
students  

e) provide praise and encouragement to students to recognise and promote positive 
student behaviour in accordance with school discipline and behaviour policies 

f) support behaviour management at the beginning and end of lessons and during lesson 
transfer 

g) where necessary, correct behaviour to maintain order and discipline   
h) report uncharacteristic behaviour patterns in individual students and incidents of 

inappropriate behaviour to the teacher 
 

3. Support for the school/department: 
a) attend meetings, including meetings of the subject/learning support department/team, 

where appropriate 
b) contribute to the review of team practice, identifying and sharing information on 

opportunities for improvement  
c) demonstrate a willingness to share information and expertise, which could benefit other 

team members in their work 
d) give clear, accurate and complete information to other  teaching assistants, teachers, 

other professionals and the SENCO as needed, to support effective learning 
e) provide information to support student progress including information for student 

records, reports, Individual Education Plans and annual reviews  
f) actively encourage the development of positive relationships and promote confidence 

about the care and education of their children during contact and communications with 
parents, passing on any information given by parents to the appropriate staff member 
within the school 

g) promptly report any difficulties in communicating with parents and carers to the class 
teacher 

h) There may be occasions when you are requested to attend residential 
courses when students with complex SEN or medical needs are attending. 
You will be given reasonable notice of this. 
 

 
 4. Support for the curriculum 

a) agree with the class teacher the curriculum plans and learning programmes and obtain 
and use equipment and materials appropriate to the learning objectives and students’ 
development needs 

b) help students with the use if ICT and appropriate curriculum software 
c) obtain accurate and up-to-date information on students’ literacy, current reading ability, 

their writing skills and numeracy and language development 
d) agree appropriate learning support strategies with the teacher and obtain the resources 

needed to implement these strategies 
e) promptly inform the teacher when a student is experiencing learning difficulties that 

cannot be resolved 
f) respond to students’ use of home language and local accents and dialects in a manner 

which values cultural diversity and reinforces positive self images 
g) provide levels of individual attention, reassurance and help with learning tasks as 

appropriate to students’ needs 
h) monitor students’ response to learning activities and, where necessary, modify or adapt 

activities to achieve the intended learning outcomes 
i) provide an appropriate level of assistance to enable students to experience a sense of 

achievement, maintain self-esteem and self-confidence and encourage self-help skills 



 
 
 
 
 

j) use appropriate strategies for challenging and motivating students to learn 
 
5. Arrangements for appraisal of performance: 

a) participate in the annual performance review process  
 
Experience 
 
At least two years’ experience of comparable work in a similar setting  
A good standard of education including English and Maths 
 
Skills and abilities 
 
Excellent communicate skills and ability to work as part of a team and to tight deadlines. 
Establishing good relationships with students and translating the school ethos into all 
aspects of the curriculum. Observing and maintaining confidentiality at all times. 
 
Review Arrangements 
 
The details contained in this Job Description reflect the content of the job at the date it was 
prepared.  It should be remembered, however, that it is inevitable that over time, the nature 
of individual jobs will change, existing duties may no longer be required and other duties 
may be gained without changing the general nature of the duties or the level of responsibility 
entailed.  Consequently, the Headteacher will expect to revise this Job Description from time 
to time and will consult with the post holder at the appropriate time 

If, after reading the enclosed information, you would like to apply, please complete the 
application form which can be found at www.thearcheracademy.org.uk within the “Join us tab” 
or download from this site.  

Please submit your application by email to, Karen Neville, HR & Compliance Manager, 
at recruitment@thearcheracademy.org.uk. 

 Deadline for application: Midday on Monday 26th June 2017 

Interview date: W/c 3rd July 2017 

This is undoubtedly an exciting time to join the Archer Academy. We very much look forward 
to hearing from you and thank you for your interest in our school.  

  

http://www.thearcheracademy.org.uk/
mailto:recruitment@thearcheracademy.org.uk


 
 
 
 
 
 

Person Specification 
 
Skills and Abilities Essential Desirable 
Ability to communicate and interact effectively with children 
and young people 

  

Ability to recognise and identify problems and take appropriate 
action 

  

Ability to understand and contribute to educational 
programmes 

  

Ability to deal with students’ physical, emotional and 
behavioural needs as well as provide individual support as 
appropriate 

 
 

 

Knowledge   
Awareness of child development and the range of behaviours 
expected at different ages and stages of development 

 
 

 

How to support a child whilst encouraging independence   
The importance of planning and evaluation of learning activities   
The importance of adults as role models and the importance of 
this for Teaching Assistants 

  

Record keeping systems and procedures used within schools   
School behaviour policies   
Schools’ Health and Safety, confidentiality and Equal 
Opportunities policies 

  

The legal implications and restrictions covering the recording of 
personal information, including the Data Protection Act, 
Children Act and the statementing process 

  

The behaviour patterns that might indicate problems, such as 
child abuse, substance abuse or bullying 

  

National policies for literacy and numeracy   
The resources used to develop literacy and numeracy skills   
Qualifications and Experience   
Either, at least two years experience of comparable work in a 
similar setting and NVQ Level 2 in Teaching/Classroom 
Assistance (or equivalent qualification) and have been 
assessed to be competent to progress to Grade 2 

 
 
 

 

Or, relevant GCSE or ‘A’ level qualifications or equivalent   
First Aid Qualification   

 
 
Safeguarding 
 
The governors at the Archer Academy have developed a Child Protection policy and are 
committed to safeguarding and promoting the welfare of children and young people. The PA 
to the headteacher must ensure that the highest priority is given to following the guidance 
and regulations to safeguard all students. The successful candidate will be requested to 
undergo an Enhanced Disclosure from the Criminal Records Bureau (CRB) and obtain any 
other statutorily required clearance. Candidates must be suitable to work with children and 
young people (this post is exempt from the provisions of the Rehabilitation of Offenders Act 
1974 
 



 
 
 
 
 
Members of the Panel have undergone Safer Recruitment training. 
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