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Oaklands School

Job Description for Resources Assistant
Grade:  2
Hours of work: 
8 per week between 8.30am to 5pm Monday to Friday, term time only. Days/times are negotiable. The flexibility to work additional hours will be needed at certain times of year.
Contract Type: 
Permanent
Responsible to: 
Assistant Head Teacher
Main purpose of the job

To manage the classroom resources ensuring that classes have the resources they need when the need them.
Main responsibilities and tasks

To make resources for use in the classroom at the direction of classroom staff and/or therapists.

To source and purchase resources as required for curriculum planning.

To process photographs and use for a variety of purposes including PowerPoint presentations, class books, transition books and special assemblies.

To take photographs of staff and pupils for use in school.

To process video footage taken by class teams for a variety of purposes including special assemblies and the school website.

To upload materials onto the school website.

To support teachers in the organisation of school curriculum resources including updating resources inventories and lists.

Equal Opportunities: The School has a strong commitment to achieving equality of opportunity and expects all employees to implement and promote this in their own work.

Health and Safety: The School is committed to a healthy and safe working environment and expects all its employees to implement and promote its policy in all aspects of their work. 

Confidentiality: The School is committed to maintaining the privacy of all its staff and pupils.  It expects all staff to handle all individuals’ personal information in a sensitive and professional manner.  All staff are under an obligation not to gain access or attempt to gain access to information they are not authorised to have. 

Safeguarding: The School is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff and volunteers to share this commitment.

SIGNATURES

Name of Line Manager: …………….…………………………………………………..

Signed.…………………………………………… Dated……………………………….

Name of Post holder: ………………………………………………………………...

Signed…………………………………………. Dated………………………………

The duties of this post will change and develop over time.  It is the manager’s responsibility, in conjunction with the post holder, regularly to review this document and amend it when necessary.  
Resources Assistant Nov 2017
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