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Job Title: Teaching Assistant 

Salary Grade:  Kent Range 4 

Line Manager: SENCO 

Purpose of Job:  

Support the class teacher in the teaching and welfare of students to ensure they attain the targets set under their individual 
educational programmes. 
 
Key duties and responsibilities: 
 

1 SEND 

1.1 Classroom Support 

Liaise with teachers regarding planning and differentiation of work for students with SEND. 

Support the provision plans of students with EHCP’s, in particular those students with High 

Needs Funding. 

Liaise with teachers regarding planning and differentiation of work for students with SEND. 

Know and support students’ targets. 

Facilitate students’ access to the curriculum by clarifying and explaining tasks and instructions, 

developing understanding through questioning, providing differentiated resources, helping with 

personal organisation and planning of work whilst also encouraging independent learning skills.  

Prepare and develop materials/resources for students’ lessons in different formats (using ICT 

equipment if necessary) 

Promote positive standards of behaviour e.g. by keeping students on task, developing positive 

relationships, modelling good behaviour, supporting school behaviour policy. 

Support students in small groups under the direction of the class teacher. 

1.2 Intervention 

Under direction, support the implementation and delivery of specific programmes e.g. speech 

and language, physiotherapy, occupational therapy etc. 

Under direction, deliver interventions to support student progress e.g. reading, comprehension, 

spelling, handwriting groups etc. 

Administer routine tests and undertake routine marking of students’ work. 

Provide additional support for students who have alternative access arrangements including 

acting as invigilator, scribe, reader etc. for internal and external exams. 

1.3 
Support outside of 
lessons 

Undertake support activities outside of lessons e.g. break/lunch time supervision, homework 

/breakfast club. 

Accompany students on off-site activities and external provisions e.g. school trips, placements. 

Ensure that students have full access to all areas of the school environment e.g. by pushing 

wheelchairs or operating the school lifts. 

Tend to students’ personal care or physical needs as necessary e.g. toileting, changing. 
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2 General & Administration 

2.1 General 

Follow the School’s child protection procedures in cases where there is concern over the safety 

or emotional wellbeing of a student. 

Maintain strict confidentiality with regard to both the staff and students within the outside 

school. 

Work effectively as a team member. 

Provide a positive role-model in terms of timekeeping, dress code and work ethos. 

Support the management of health and safety in accordance with the health and safety policy. 

Employees are expected to be courteous to colleagues and students and to provide a 

welcoming environment to visitors and telephone callers. 

2.2 Administration 

Provide clerical/admin support e.g. photocopying, printing, displays etc. 

Contribute to the implementation and review of EHCPs and/or Provision Maps as directed by 

the SENCO 

Monitor the progress and performance of individual students and keep records relating to 

students supported. 

Assist in gathering information to inform the SEND audit 

 
 
This job description outlines the main duties and level of responsibility of the post for the time being. It is not a comprehensive or 
exclusive list and it cannot anticipate future service demands. There is a clear expectation of the post holder that they will make a 
positive contribution to enhancing and adapting services.   
  
Job descriptions will be reviewed, in consultation with the postholder, at least annually or whenever there may be a significant 
change to the role. 
 
Sign and date below to confirm that both parties have reviewed this job description, agreed any amendments and confirm that it 
reflects the current responsibilities expected of the postholder.   
  

Subject Leader  Date  Post Holder  Date  

  Click or tap to enter a date.    Click or tap to enter a date.  
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 Criteria 
Essential / 
Desirable 

Faith Commitment 
Understanding of the distinctive nature of a faith school D 

A practising Catholic D 

Qualifications 

Good standard of general education together with good literacy and numeracy 
skills e.g. 5 GCSE (A*- C) including English and Maths (or equivalent) 

E 

A Degree in a specialist subject D 

Knowledge & 
Experience 

Knowledge of policies and procedures relating to child protection, health, safety, 
security, equal opportunities and confidentiality. 

E 

Ability to use relevant technology, e.g. computer, video, photocopier E 

Ability to relate well to children and adults E 

Basic first aid knowledge as appropriate  E 

Good level of ICT skills E 

Working knowledge of Trust and school policies and procedures  D 

Skills, Qualities & 
Abilities 

Empathy with pupils E 

Ability to use ICT effectively E 

A commitment and understanding of the use of ICT within the curriculum E 

Excellent communication skills E 

Excellent interpersonal skills  E 

Excellent organisation skills  E 

Ability to work constructively as part of a team, understanding school roles and 
responsibilities and your own position within these 

E 

Ability to remain positive and enthusiastic when working under pressure E 

Ability to organise work, prioritise tasks, make decisions and manage time 
effectively 

E 

Ability to apply an adaptable and flexible approach to achieving objectives, without 
direct supervision   

E 

Willingness to participate in further training and development opportunities E 

Ability to communicate complex material, orally and in writing, with colleagues and 
students so that the message is understood and acted upon 

D 

Ability to work on own initiative, including knowing when and why items for 
decision need to be referred upwards 

D 

 

 


