Job Description

Person Specification

	JOB TITLE:
	Specialist Teaching Assistant 

	GRADE:
	NJC 3B + 2, points 18 – 21

£18,070 - £20,138 Pro Rata


	REPORTS TO:
	Instructor of allocated Vocational area/Head of Vocational Subjects.



	MAIN ACCOUNTABILITIES:

	1. To assist vocational instructors with all aspects of their work within the Academy.
2. To work with groups or individuals within the vocational area and assist learning.
3. To ensure equipment and resources are used appropriately, maintaining a safe and clean environment. Carrying out and arranging for ordering, maintenance and repair of resources if required. 
4. To prepare wall displays under the guidance of the instructor
5. To work in collaboration with the vocational instructor in setting and reviewing students’ targets, planning progression and differentiation of work, and supporting students to achieve progress and success.

6. To input data to the Academy’s databases, as required.
7. To liaise with students’ parents/carers 
8. To respect confidentiality of all information regarding students and their families

9. To attend and contribute to staff meetings as required
10. To contribute to physical, social, emotional and intellectual well-being of the students.

11. To support students in other curriculum areas as necessary.

12. To contribute to the enrichment programme and support students during unstructured times, including lunch and after school. 
Professional development:

1. Participate in arrangements for the appraisal and review of their own performance, and, where appropriate, that of other members of the team.

2. Participate in arrangements for their own further training and professional development, and, where appropriate, that of other members of the team, including induction.

3. Undertaking training and professional development to ensure progression in the development of the work within the responsibility of this job description

Contribute to the general policies and practices of the Academy:

1. Contribute as required to the development, implementation and evaluation of  policies, practices and procedures in such a way as to support the Academy’s values and vision

2. Promote the health, safety and well-being of students and colleagues

3. Know how to identify potential safeguarding issues, and follow safeguarding procedures

4. Ensure the development and progression of equality within the sphere of responsibility of this job description and the fair and equal treatment of all students, parents/carers, staff, other personnel in the Academy or working with the Academy
5. Undertake any other duties and responsibilities which are consistent with the grade and expertise required of the post holder as may be required from time to time 




Safeguarding Children

 

CONTEXT:

All teaching staff are part of a whole school team.  They are required to support the values and ethos of the school and school priorities as defined in the School Development Plan.  This will mean focusing on the needs of colleagues, parents and pupils and being flexible in a busy pressurised environment.

 

Because of the nature of this job, it will be necessary for the appropriate level of criminal record disclosure to be undertaken.  Therefore, it is essential in making your application you disclose whether you have any pending charges, convictions, bind-overs or cautions and, if so, for which offences.  

 

This post will be exempt from the provisions of Section 4(2) of the Rehabilitation of Offenders 1974 (Exemptions) (Amendments) Order 1986.  Therefore, applicants are not entitled to withhold information about convictions which for other purposes are ‘spent’ under the provision of the Act, and, in the event of the employment being taken up, any failure to disclose such convictions will result in dismissal or disciplinary action by the Authority.  

 

The fact that a pending charge, conviction, bind-over or caution has been recorded against you will not necessarily debar you from consideration for this appointment.  Applicants must be willing to undergo child protection screening appropriate to the post, including checks with past employers.

 

‘The School is committed to safeguarding and promoting the welfare of children and expects all staff to share this commitment’.

PERSON SPECIFICATION

	
	Essential Criteria
	Desirable Criteria

	1. Qualifications
	GCSE grades A*-C in English & Maths
	

	2. Relevant   Experience
	Experience of working in the specified vocational area either from an industry perspective or educational establishment.
	Significant experience, knowledge and understanding of supporting students with SEN and challenging behaviour in a special or mainstream setting

	
	Experience and proven level or competence in Word and Excel
	

	3.  Skills and Abilities
	Ability to support across the Academy 
	

	
	Ability to remain calm in difficult situations and work well under pressure
	

	
	Ability to communicate and negotiate effectively with all professionals who contribute to students’ placements, working flexibly to ensure the service is maintained at all times
	

	
	Ability to work collaboratively with colleagues
	

	
	Good organisation and time management skills
	

	
	Commitment to self-development and willingness to undertake further training 
	

	
	Ability to work autonomously within agreed boundaries 
	

	
	Commitment to equality principles 
	


JOB PURPOSE:


To assist vocational instructors in order to support the learning of students.





To provide technical support to the instructor contributing to students' learning experience by assisting with the preparation of materials and resources and practical work.









