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Job Description for HLTA: English

Job Title:		HLTA: English

Reporting to:		Lead Practitioner of Reading and Literacy

Post Grade: 		Grade 5

 			(Post holders are required to hold a relevant L4 HLTA qualification)

Contract Term:	Term-Time Only, Plus INSET Days

Role Purpose:  

· To plan and deliver literacy and reading intervention for identified students through targeted programmes to ensure they make at least good progress and attainment. 
· To provide support to teachers in the preparation of teaching and learning materials to intervene with underachievement in relation to literacy barriers. 
· To provide learning support to pupils working one-to-one or in small groups in collaboration with subject teachers to enable them to continue to access the curriculum and make good progress.
· To analyse and charter data to ensure that pupils are successfully progressing in their reading.

Duties will be:

Planning & Delivery of Literacy & English Programmes

· Under the supervision and guidance of the Lead Practitioner of Reading and Literacy, research and develop programmes of study for students targeted for support in reading and literacy.
· Organise and deliver reading tests across the Academy using the New Group Reading Tests through GL assessment.
· Deliver these programmes of study to groups of students.
· In collaboration with the Lead Practitioner of Reading and Literacy, use data to identify students in need of targeted intervention in English & literacy.
· In collaboration with the Lead Practitioner of Reading and Literacy, use data to set reasonable targets for student improvement in literacy and develop and maintain student records to track these improvements.
· Adapt study materials and develop strategies to ensure students attain target levels in reading & literacy.
· Provide training to other support staff in the delivery of literacy & English programmes.
· Share with all staff methods and strategies for supporting reading and literacy progression
· Liaise with staff and parents to keep them informed of student progress.
· Following school policies and procedures to ensure that all pupils are making maximum progress in reading and literacy.

Professional Standards for Higher Level Teaching Assistants

The post holder must demonstrate within their role and through their practice, that they:

Professional values and practice

1. have high expectations of children and young people with a commitment to helping them fulfil their potential
2. establish fair, respectful, trusting, supportive and constructive relationships with children and young people
3. demonstrate the positive values, attitudes and behaviour they expect from children and young people
4. communicate effectively and sensitively with children, young people, colleagues, parents and carers
5. recognise and respect the contribution that parents and carers can make to the development and well-being of children and young people
6. demonstrate commitment to collaborative and cooperative working with colleagues
7. improve their own knowledge and practice including responding to advice and feedback.

Professional knowledge and understanding

8. understand the key factors that affect children and young people’s learning and progress
9. know how to contribute to effective personalised provision by taking practical account of diversity
10. have sufficient understanding of their area(s) of expertise to support the development, learning and progress of children and young people
11. have achieved a nationally recognised qualification at level 2 or above in English/literacy and mathematics/numeracy
12. know how to use ICT to support their professional activities
13. know how statutory and non-statutory frameworks for the school curriculum relate to the age and ability ranges of the learners they support
14. understand the objectives, content and intended outcomes for the learning activities in which they are involved
15. know how to support learners in accessing the curriculum in accordance with the special
educational needs (SEN) code of practice and disabilities legislation
16. know how other frameworks, that support the development and well-being of children and young people, impact upon their practice.

Planning and expectations

17. use their area(s) of expertise to contribute to the planning and preparation of learning activities
18. use their area(s) of expertise to plan their role in learning activities
19. devise clearly structured activities that interest and motivate learners and advance their learning
20. plan how they will support the inclusion of the children and young people in the learning activities
21. contribute to the selection and preparation of resources suitable for children and young people’s interests and abilities.

Monitoring and assessment

22. monitor learners' responses to activities and modify approaches accordingly
23. monitor learners' progress in order to provide focused support and feedback
24. support the evaluation of learners' progress using a range of assessment techniques
25. contribute to maintaining and analysing records of learners’ progress.

Teaching and learning activities

26. use effective strategies to promote positive behaviour
27. recognise and respond appropriately to situations that challenge equality of opportunity
28. use their ICT skills to advance learning
29. advance learning when working with individuals
30. advance learning when working with small groups
31. advance learning when working with whole classes without the presence of the assigned teacher
32. organise and manage learning activities in ways which keep learners safe
33. direct the work, where relevant, of other adults in supporting learning.

NB 	The above list is not intended to be exhaustive and the post holder may be required to undertake additional duties, as determined by the Line Manager.  
 
This job description may be amended in line with changing service requirements. In such circumstances, any amendments will be discussed with the post holder.  


Person Specification

Department: Education & Lifelong Learning

Appointment of: HLTA: English


	Attributes
	Minimum Essential Requirements

	Desirable
	Measured By;
a) Application Form
b) Test/Exercise
c) Interview

	Experience
	Have experience of working with children in secondary setting  in English & Literacy
	Experience of working with students in English & Literacy at all Key stages
	A & C

	Qualifications
	Level 4 HLTA qualification or equivalent or willingness to work towards
Level 3 in English related subject
GCSE Maths and English at Level 2
	Educated to level 4 standard or above
	A

	Practical and Intellectual Skills
	Well organised
Flexible
Able to work on own initiative
People handling skills
Research skills
Able to plan intervention programme
Use testing, diagnostic tools to check progress

	ICT skills
	A & C

	Disposition Adjustment
Attitudes


	Calm under pressure
Patient
Approachable
Confident
Punctual and reliable

	The ability to command respect from pupils, staff and parents.
A good sense of humour
	C
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