Job Description
Position:                      Modern Foreign Languages Assistant
Hours of Work:           36 hours per week, term time only 
Contract		Permanent
Reporting to:                Head of Faculty
Grade:			 Grade 5, SCP 13 – HLTA 

Overall Purpose

To support the wider teaching team with the languages department, ensuring that students are exposed to a high quality of spoken and written language in languages taught in MFL Faculty (currently Spanish and French).

Key Accountabilities

1. Depending on teachers and the age of pupils, the Foreign Language Assistant will: 

· Work with teachers in the classroom in both the preparation and delivery of MFL lessons, catering for all ability levels 
· To work independently with small groups of pupils or individual pupils, as advised by the Heads of Subject and Head of Faculty
· To prepare a range of resources and tools to support students to develop their written, spoken, listening and reading language skills 
· To use a range of strategies and techniques to increase student engagement with languages, making it more easily accessible for them 
· To regularly assess that learning is taking place and to what extent/impact 
· Introduce and contribute to group discussions and role plays in their fluent languages
· Work on specific topics with small groups of more-able students 
· Work on specific topics with small groups of SEN students 
· Contribute to cross-curricular work in collaboration with other subject areas 
· Help set up links with schools abroad
· Contribute to an international project 
· Run booster sessions for students who require it as guided by Heads of Subject and the Head of Faculty
· To support with administering and invigilating Faculty exams across all year groups
· To support with planning of international trips including organising trip paperwork (eg. Transport, passports and visas)
· Additional administrative support to Faculty teachers with planning and cover (eg photocopying and ensuring cover is in place when staff are absent)
· Ordering for the department
· To ensure that the department displays are well maintained 


2. To support in all departmental events as appropriate. 

3. To liaise with other departments, outside agencies, etc as and when required and carry out such other work as may be appropriate to the role. 


Work Context:
· Perform any reasonable duties as requested by the Headteacher, SLT or line manager 

· To work as part of the school office/administration team, liaising regularly over outstanding tasks.

· To work effectively with other staff across the school.

· To provide high-quality customer service to parents, pupils and other stakeholders.

· To maintain a safe and secure environment and follow school procedures on behaviour management, child protection, GDPR and health and safety

· To play a full part in the life of the school community, to support its mission and ethos and to encourage staff and students to follow this example.

· To have professional regard for the ethos, policies and practices of the school in which you work and maintain high standards in your own attendance and punctuality

· To commit to the school performance management programme, reviewing your own contribution to the organisation and participating in CPD as required to meet the requirements of your job role and meet legislative requirements.
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