Co-op Academy Manchester
Job Description

	Post Title
	Teaching Assistant – EAL

	
	

	Purpose
	· To develop the provision for students with EAL needs across the academy.
· To  deliver interventions and to work collaboratively with teachers to enable students with EAL to acquire English language skills and engage with the curriculum

	
	

	Reporting to
	Lead for EAL, Vulnerable Students and Looked After Children

	
	

	Liaising with
	LPSOs, Teachers and other Teaching Assistants

	
	

	Working Time
	35 hours per week.  Term time only plus 5 days.

	
	

	Salary/Grade
	Grade 6

	
	

	Disclosure Level
	Enhanced

	
	

	
	MAIN (CORE) DUTIES

	
	· Plan, deliver, monitor and review a range of curriculum based interventions  to develop students’ English language skills and subject knowledge

· Provide in-class support for EAL students using appropriate resources

· Support the admission and induction process for INAs

· Carry out English language assessments of international new arrivals

· Promote the inclusion and acceptance of all students

· Meet regularly with other EAL specialists from the EAL team, to assess the progress of EAL students 
· Disseminate EAL strategies/advice to Academy staff.
· Be a proactive member of the EAL team.
· Complete individual training and development and where appropriate, assist in the training of members of staff including the induction of new staff.

	
	

	Support for students with EAL
	· Plan, deliver and review EAL interventions 

· Provide in-class support to help students to access and engage in the learning.

· Encourage students to act independently and to become independent learners.

· Implement the Academy’s behaviour management system.
· Monitor students’ responses to learning activities and accurately record achievement/progress 
· Support the assessment process: administer routine tests and undertake routine marking of students’ work

· Give regular feedback to students, teachers and parents on progress and attitude to learning.
· Establish good relationships with students, by presenting positive personal image and responding appropriately to individual needs.

	
	

	Support for teachers
	· Plan collaboratively with teachers and support the delivery of  lessons
· Advise and support teachers to differentiate for SEND  students

· Undertake student record keeping and updating of records, information and data and provide feedback to the teacher
· Administer routine tests and undertake marking of student work within intervention programmes.

	
	

	Support for Curriculum
	· Provide advice and strategies to a particular subject area via departmental meetings

· Assist in the whole planning cycle, including the contribution to the development of teachers’ lesson plans and managing and preparing resources

· Modify curricular work in order to meet student needs.
· Provide interventions that support mainstream lessons.
· Support students’ access arrangements, acting as a scribe, reader or prompter as required. 

· Support the allocation of bilingual dictionaries in exams

	
	

	Communications
	· Ensure effective communication/consultation as appropriate with the parents of students.

· Attend EAL team meetings.

	
	

	Management of Resources
	· Manage the available resources of space and equipment effectively within the limits, guidelines and procedures laid down.

	
	

	Pastoral System
	· Liaise closely with LPSOs in order to support the pastoral needs of students.

· Support the implementation of the Academy’s Behaviour Management system in order that effective learning and interventions can take place.

· Support the development of positive student attitudes, motivation and engagement.
· Be an active member of the family tutor team, taking a lead role in delivering tutor-time activities.

	
	

	Safeguarding
	· “The Co-op Academies Trust, as an aware employer is committed to safeguarding and protecting the welfare of children and vulnerable adults as its number one priority. This commitment to robust recruitment, selection and induction procedures extends to organisations and services linked to the Trust on its behalf”.

	
	

	Additional Duties
	· Play a full part in the life of the Academy community, to support its distinctive mission and ethos and to encourage and ensure staff and students follow this example.


	Other Specific Duties

	· Continue personal development as agreed.
· Engage actively in the performance review process.

· Undertake other duties, commensurate with the status of this post, as may become necessary and as discussed and agreed with the postholder.

· Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.

· Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description.

· Employees are expected to be courteous to colleagues and provide a welcoming environment to visitors and telephone callers.

· The Academy will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.



	This job description is current at the date shown, but, in consultation with you, may be changed by the Principal to reflect or anticipate changes in the job commensurate with the grade and job title.


Health & Safety Responsibilities

All employees have the responsibility:

(i) To comply with safety rules and procedure laid down in their area of activity

(ii) To take reasonable care of their own health and safety and hence avoid injury to themselves and to others by act or omission whilst at work

(iii) To use protective clothing or equipment as may be provided

(iv) To report promptly all sickness, accidents, unsafe conditions or practices and dangerous occurrences of which they are aware

(v) To co-operate with the Principal in the fulfilment of the objectives of the Academy’s Health and Safety policies
POST


__________________________________________

POST HOLDER

__________________________________________

SIGNED


__________________________________________      DATE _____________________________________
The Co-operative Academy of Manchester

Person Specification – Teaching Assistant EAL
	TRAINING & QUALIFICATIONS
	Essential
	Desirable
	Application
	Interview
	Reference

	GCSE Maths & English Grade C or above
	(
	
	(
	
	

	Level 3 or equivalent in any subject area
	(
	
	(
	
	

	Degree
	
	(
	(
	
	

	TEFL qualification
	
	(
	
	
	

	Recent participation in a range of relevant in-service training/professional development relevant to the role
	(
	
	(
	
	


	EXPERIENCE
	Essential
	Desirable
	Application
	Interview
	Reference

	Successful experience of supporting students with EAL
	(
	
	(
	(
	(

	Successful experience of working collaboratively with teachers
	(
	
	(
	(
	(

	Planning and delivering a programme of work and evaluating its impact
	(
	
	(
	(
	(

	Experience of influencing others
	(
	
	(
	(
	(


	KNOWLEDGE

	Applicants should be able to demonstrate high level knowledge and understanding of:
	Essential
	Desirable
	Application
	Interview
	Reference

	Strategies for raising standards of attainment for  students EAL
	(
	
	(
	(
	(

	Assessing English language skills
	(
	
	(
	(
	

	Good understanding of the English language


	(
	
	(
	(
	

	Working effectively and sensitively with a range of groups and individuals whilst pursuing agreed aims
	(
	
	(
	(
	(

	The role of parents and carers in the education of students.
	(
	
	(
	(
	


	PERSONAL SKILLS AND ABILITIES

	Applicants should be able to provide evidence that have the necessary personal skills and abilities required by the post
	Essential
	Desirable
	Application
	Interview
	Reference

	Support and actively promote the values and beliefs of the Academy
	(
	
	(
	(
	

	Communicate effectively, verbally and in writing, using standard English with a wide range of people.
	(
	
	(
	(
	(

	Committed to standards of excellence for all and focused on continuous improvement
	(
	
	(
	(
	(

	Strong track record of personal performance
	(
	
	
	(
	(

	Excellent attendance and punctuality record
	(
	
	
	
	(

	Confidence to deliver school based training and support to other staff to promote inclusion
	(
	
	(
	(
	(

	ICT skills for professional use
	
	(
	(
	(
	(

	Review and evaluation skills through monitoring and evaluating student progress and the impact of intervention strategies
	(
	
	(
	(
	(

	Instil and facilitate a culture of calm, ordered and reasoned purpose
	(
	
	(
	(
	(

	The ability to work independently and as part of a team
	(
	
	(
	(
	(


“The Co-op Academies Trust, as an aware employer is committed to safeguarding and protecting the welfare of children and vulnerable adults as its number one priority. This commitment to robust recruitment, selection and induction procedures extends to organisations and services linked to the Trust on its behalf”.
