THE PETCHEY ACADEMY JOB DESCRIPTION
Please note that the statements below are intended to describe the general nature and are not an exhaustive list of all duties and responsibilities. 

LITERACY TEACHING ASSISTANT JOB DESCRIPTION

Please note that this job description is a draft. Changes can be expected in the light of further development within the academy. 
POST TITLE:
Literacy Teaching Assistant 

RESPONSIBLE TO:
Lead in Literacy 

STATUS OF POSITION:
Term Time Plus 2 weeks
PURPOSE OF THE JOB

To assist in the support of pupils with weak literacy.  Whilst receiving instructions from AVP with responsibility for Literacy and the AVP with responsibility for Renaissance.

MAIN DUTIES & RESPONSIBILITIES

Supporting Pupils

· Assess students’ abilities using the Academy marking policy.

· Monitor progress in a semesterly cycle and keep accurate tracking records.
· Devise appropriate materials for 1:1 and group work.
· Differentiate materials as part of a programme of in class support for identified students.
· Monitor student progress in mainstream subjects.
· Support with testing / special arrangements for examinations and administer testing of critical students.
· Supervise and provide support for all pupils, ensuring their safety and access to learning activities.
· Support referrals for further intervention where students are not making progress.

· Devise and deliver appropriate materials to improve basic and cursive handwriting for students identified as needing handwriting intervention.

Supporting the Lead in Literacy and the SENCo

· To monitor and record pupil’s progress using established systems.
· To contribute to the evaluation of support programmes by providing regular feedback about pupils to the Lead in Literacy/LC Leads/Subject Leads and class teachers.

· To be an active and committed member of the Literacy Steering Group

· To support with all Literacy related events
· Create and maintain a purposeful, orderly and supportive environment, in accordance with lesson plans and assist with the display of pupils’ work.
· Use strategies, in liaison with the teacher, to support pupils to achieve learning goals. 

· Assist with the planning of teaching and learning activities including the creation of medium and short term plans.
·    Monitor pupils’ responses to learning activities and accurately record     achievement/progress as directed. 

·   Provide detailed and regular feedback to teachers on pupils’ achievement, progress, difficulties etc. 

· Promote good pupil behaviour, dealing promptly with conflict and incidents in line with established policy and encourage pupils to take responsibility for their own behaviour.

·   Establish constructive relationships with parents/carers through regular contact including holding appointments during parents’ evening to discuss progress.
· To assist in the development, implementation and review of the Individual Health and Learning Plans (ILHPs) for pupils and work materials.
· To contribute, where appropriate, to statutory reviews of a pupil’s statement.
· To take part in training on how to use the library IT system.

· To support the librarian as and when is necessary by issuing loans and taking returned loans of books and supporting the general running of the library.
In General
· To act as a tutor, being responsible for monitoring the academic progress and emotional well-being of a small group of students.
· Attend all training and CPD to improve skills and knowledge of teaching Literacy.
· Establish supportive and constructive relationships with pupils and interact with them according to individual needs.

· Promote the inclusion and acceptance of all pupils.

· Encourage pupils to interact with others and engage in activities led by the teacher.

· Set challenging and demanding expectations and promote pupil’s confidence, self-esteem and independence. 

· Provide feedback to pupils in relation to progress and achievement under guidance of the teacher. 

· Develop an understanding of the educational needs of the pupil involved

· Assist pupils to learn as effectively as possible in class, group and in individual situations.

· Encourage the integration of the pupils into the class.
· Help keep pupils on task and help build their motivation.

Supporting the School

· To liaise, advise and consult with other members of the team supporting the    pupils when asked to do so.

· To attend relevant in-service training (TALD)

·   Be aware of and comply with policies and procedures relating to child protection and safeguarding, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person. 

· Be aware of and support difference and ensure all pupils have equal access to opportunities to learn and develop.

· Contribute to the overall ethos/work/aims of the school.

· Appreciate and support the role of other professionals.

· Attend and participate in relevant meetings as required.

· Participate in training and other learning activities and performance development as required.

· Assist with the supervision of pupils out of lesson times (before and after School) including during lunch; assisting with Family Service.

· Accompany teaching staff and pupils on visits, trips and out of school activities as required and take responsibility for a group under the supervision of the teacher. 

· Any other tasks as directed by the Principal which are consistent with the aims of the post.

· In addition to the above, some TAs will be required to support pupils with particular duties relating to their physical needs.

PERSON SPECIFICATION

SUMMARY ESSENTIAL SKILLS AND PERSONAL QUALITIES

Knowledge and Experience
· Educated to A level as a minimum with strong evidence of continuous self-development and updated knowledge.

· Excellent verbal and written communication skills.

· Ability to monitor, assesses, and record of pupils’ progress.

· An understanding of the demands of an education/school environment is desirable.  

· An understanding of the principles of customer care and experience in a customer facing role.    

· Ability to Safeguard and promote the welfare of children and young people

· Appreciates the significance of safeguarding and interprets this accurately for all individual children and young people whatever their life circumstances

· Has a good understanding of the safeguarding agenda


· Can demonstrate an ability to contribute towards a safe environment

· Shows a personal commitment to safeguarding

Personal Qualities, Skills and Abilities

· Able to work calmly and effectively with challenging young people. 

· Computer literate, able to use IT based administrative systems.  

· Ability to communicate ‘cross phase’ and within the community is an important feature. 

· Able to appreciate the customer’s point of view and respond appropriately.

· Excellent interpersonal and communication skills.
· Diplomatic.
· Flexible, adaptable, results orientated and able to prioritise, resilient under pressure.

· Able to work under their own initiative.
· Organised.

· Able to work with personnel from all levels. 

· Enthusiasm for and commitment to the achievement of the Academy’s overall vision.

· Awareness of and commitment to diversity and inclusion. Demonstrates respect for people, regardless of ethnic origin, gender or disability.
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