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 Allerton Grange School

  Job Description
Job Title:
Higher Level Teaching Assistant 

Responsible to:              Curriculum Leader / Designated Senior Manager
Responsible for:               As directed
eadteach

Purpose of the Role:

To complement the professional work of teachers by taking responsibility for agreed learning activities under an agreed system of supervision. This may involve planning, preparing and delivering learning activities for individuals/groups or short term for whole classes and monitoring students and assessing, recording and reporting on student’s achievement, progress and development.  
Responsible for the management and development of a specialist area within the school and / management of other teaching assistants as required. This may include monitoring of work, appraisal and training.
Main Duties

1.
To assess the needs of students and use detailed knowledge and specialist skills to support students’ learning. This will involve assisting in the planning of Schemes of Learning and individual lesson plans which focus on the key aims of fluency, reasoning and problem solving. 
2.
To establish productive working relationships with students, acting as a role model and setting high expectations.

3.
To develop and implement IEPs.

4.
To promote the inclusion and acceptance of all students within the classroom.

5.
To support students consistently whilst recognising and responding to their individual needs. When teaching or assisting within classes to support the teacher and students with directed focus.
6. 
To encourage students to interact and work co-operatively with others and engage all students in activities.

7.
To promote independence and employ strategies to recognise and reward achievement of self-reliance.

8. To provide feedback to students in relation to progress and achievement. This will involve working closely with teachers to differentiate teaching so that all students meet the criteria for each Assessment Objective at KS3, KS4 and KS5.
9. To within an agreed system of supervision, plan challenging teaching and learning objectives to evaluate and adjust lessons/work plans as appropriate. Teaching a number of classes throughout the week in line with the relevant scheme of learning.
10. Monitor and evaluate student responses to learning activities through a range of assessment and monitoring strategies against pre-determined learning objectives. This will involve tracking the progress of students in KS3, KS4 and KS5 using the Assessment Objectives appropriate to the key stage.
11. To provide objective and accurate feedback and reports as required on student achievement, progress and other matters, ensuring the availability of appropriate evidence.

12. To record progress and achievement in lessons/activities systematically and providing evidence of range and level of progress and attainment.

13. To work within an established discipline policy to anticipate and manage

behaviour constructively, promoting self-control and independence.

14. To supporting the role of parents in students’ learning and contribute to/lead meetings with parents to provide constructive feedback on student progress/achievement etc.
15. Administer and assess/mark tests and invigilate exams/tests. This will involve keeping up to date with the requirements of each examination or assessment and be able to support student’s in meeting these requirements.
16. To deliver learning activities to students within agreed system of supervision, adjusting activities according to student responses/needs. Production of lesson plans, worksheet, plans etc.  
18.
To deliver local and national learning strategies across subjects as required and make effective use of opportunities provided by other learning activities to support the development of students’ skills.

19.
To use ICT effectively to support learning activities and develop students’ competence and independence in its use.

20.
To select and prepare resources necessary to lead learning activities, taking account of students’ interests and language and cultural backgrounds.

21.
To advise on appropriate deployment and use of specialist aid/resources/equipment.

22.
To comply with and assist with the development of policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting concerns to an appropriate person.

23.
To be aware of and support difference and ensure all students have equal access to opportunities to learn and develop.

24.
To contribute to the overall ethos/work/aims of the school.

25.
To establish constructive relationships and communicate with other agencies/professionals, in liaison with the teacher, to support achievement and progress of students.

26.
To take the initiative as appropriate to develop appropriate multi-agency approaches to supporting students.

27.      To recognise own strengths and areas of specialist expertise and use these to lead, advise and support others.

28.
To deliver out of school learning activities within guidelines established by the school.

29.
To contribute to the identification and execution of appropriate out of school learning activities which consolidate and extend work carried out in class.

The above is not exclusive nor exhaustive and the school may require the job holder to undertake duties commensurate with the role.

All staff are required to promote and actively support all school policies.  Staff must be aware of and support our safeguarding responsibilities.  Safeguarding is about keeping people safe and protecting them from harm, neglect, abuse and injury.  It is about being proactive and vigilant and acting on any concerns you might have.

Job description will be subject to review as required. 

	Economic Conditions: 

	Annual Leave:
	Term time only working 

	Grade

Hours:
	SO1
32.5 hours. Usually 8.30am – 3.30pm, variable during peak work time and to cover absences.

	
	

	Conditions of Service:
	NJC Conditions apply    


	Professional Development

There are opportunities for professional development and a comprehensive CPD programme for staff. 

Allerton Grange has a positive commitment to the training and development of employees in all areas. Similarly, employees are also expected to adopt a positive attitude to any training provided and also to their own personal development.
It is expected that the post holder will participate and may deliver training and other learning activities as required.



	Relationships: The post holder will be required to maintain effective relationships with students, parents, staff and school governors. Along with any external agencies and the general public.


	Qualifications 

Good GCSE/A Level/NVQ Level/ICT/HLTA qualification or equivalent experience is desirable.


	Physical and Working Conditions:

Newly refurbished modern office environment.  

Frequent use of IT equipment.  Professional dress code. No on site smoking facility. 


	Person Specification – HLTA
Detailed below are the type of skills, experience and knowledge, which are required of applicants applying for the post.  The 'Essential Requirements' indicate the minimum requirements; areas detailed under 'Desirable Requirements' are additional attributes to enable the applicant to perform the position more effectively or with little or no training.  They are not essential, but may be used to distinguish between acceptable candidates.  Please ensure that you provide examples that clearly demonstrate you meet this specification in your application form. 



	Skills Required 

	Ability to relate well to children and adults

Ability to use relevant equipment/resources and technology to support learning

Knowledge of relevant policies/codes of practice and awareness of relevant legislation.

Good verbal and written communication skills and ability to relate well to young people and 

adults

Work constructively and flexibly as part of a team, understanding roles and responsibilities.

Ability to identify own training and development needs and participate in on-going training. 

Ability to manage classroom activities and the physical learning space.

Very good numeracy/literacy skills; A good level of English and Maths GCSE or equivalent 

Good time management and organisation skills 

Ability to communicate effectively, orally and in writing

Accuracy and attention to detail 

Able to identify problems, use initiative and refer to senior staff as necessary 

Flexibility in order to adapt to the changing needs of the school
Ability to organise, lead and motivate a team

	Knowledge/Qualifications Required 

	Understanding of statutory frameworks relating to teaching

Working knowledge and experience of implementing national/foundation stage curriculum and other relevant learning programmes/strategies

Good understanding of child development and learning processes

Full working knowledge of relevant polices/codes of practice/legislation

Meet Higher Level Teaching Assistant standards or equivalent qualification or experience

Excellent numeracy/literacy skills – equivalent to NVQ Level 2/3 in English and Maths

Training in relevant learning strategies 

Understanding of classroom roles and responsibilities and your own position within these areas 

Understanding of principles of child development and learning processes

NVQ level 3 for Teaching Assistants or equivalent qualification or experience
Child protection, Safeguarding, Student welfare, Inclusion and Equality
Training in the relevant strategies e.g. literacy and/or in particular curriculum or learning area e.g. bi-lingual, sign language, dyslexia, ICT, maths, English, CACHE etc.

	Experience required 

	Experience of working within a learning environment
Experience working with children of relevant age

Working in partnership with others 

Demonstrating and using own initiative

Working in a classroom environment 

Leading learning based activities with large groups of students 

Managing behaviour 

Working as a member of a team 
Maintain accurate records using both manual and electronic systems

Dealing with and implementing change

	Behavioural & Other Related Characteristics required

	Commitment to Safeguarding and Child Protection
Ability to deal calmly with different situations as they arise

Develop good relationships with students and staff.

Understand and respect the principles of confidentiality.

A good sense of humour

Be able to be part of a team

Commitment to fulfil all the requirements of the job 

Honesty and integrity 

Student orientated and able to relate well to adults and children 

An ability to maintain confidentiality. 

Confidence, enthusiasm, flexibility, and responsiveness to change 

A desire to learn and to work with all to promote the aims of the school. 

Commitment to hard work, team work and supporting others

Present a positive personal image, contributing to a welcoming environment

Willingness to actively participate in training and development activities to ensure up to date knowledge, skills and continuous professional development.


	PERSONAL SPECIFICATION DESIRABLE REQUIREMENTS: 
It is desirable that the Candidate should be able to demonstrate the following criteria for the post within the context of the specific role duties and responsibilities:  Candidates are not required to meet all the Desirable requirements however these may be used to distinguish between acceptable candidates

	Skills Required 

	Understanding of principles of child development and learning process.

Working knowledge of SIMS 

ICT qualification 
Basic sign language

Supervision/line management

	Knowledge/Qualifications required 

	SEN code of practice
Advanced knowledge and ability to use a range of strategies to deal with classroom behaviour as a whole and also individual behavioural needs.

Degree/Post Graduate qualification in a relevant discipline
HLTA qualification 

	Experience required 

	Working in a school environment



	Behavioural & Other Related Characteristics required

	N/A





