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[bookmark: _Hlk204177641]JOB DESCRIPTION 
[bookmark: _Hlk210063655]Post Title:	Teaching Assistant (Level 3)
Salary:	Band 6, Points 6 - 11
Hours of Work:	31.5 hours per week, TTO
[bookmark: _Hlk204262793]Working pattern: 	Monday to Thursday: 8:20am – 3:20pm & Friday: 8:20am – 1:50pm.
Post Status:	Permanent
Disclosure level:	Enhanced
Responsible to:	Headteacher

Role Overview
Support teaching and wider school staff by facilitating access to learning both in the classroom and the wider community. Promote positive pupil engagement and contribute to the delivery of a creative, differentiated curriculum that meets statutory requirements, under the guidance of teachers and senior leaders.

Responsibilities
· Support pupil engagement and behaviour in the learning environment.
· Assist in planning and delivering learning activities tailored to pupil needs.
· Administer routine tests, invigilate exams, and carry out basic marking.
· Deliver structured learning programmes that support pupils’ physical, social, emotional, and intellectual development, respecting diversity.
· Provide consistent supervision and support to all pupils, including those with special needs, ensuring safety and inclusion.
· Support the implementation of Individual Education Plans and Personal Care Programmes, including personal care, therapy, and medical needs.
· Physically assist pupils with mobility needs, following school policies and best practice.
· Supervise the class for short periods in the absence of the teacher.
· Promote inclusion and integration of all pupils, including those with special educational needs and from diverse backgrounds.
· Encourage independence, self-esteem, and cooperative learning among pupils.
· Prepare and maintain a purposeful and organised learning environment, including equipment setup and storage.
· Monitor pupil progress and provide feedback to teachers and pupils.
· Promote positive behaviour and values, manage incidents, and report concerns in line with school policy.
· Communicate with parents/carers as directed, handling concerns sensitively.
· Provide clerical and administrative support to teaching staff.
· Support pupils in achieving learning goals across key curriculum areas.
· Assist pupils in using ICT and promote independence in its use.
· Participate in performance development and undertake relevant training.
· Supervise pupils during non-lesson times and accompany them on trips and visits.
· Support and supervise work experience students, trainees, and volunteers.



PERSON SPECIFICATION – Teaching Assistant (Level 3)

	
	Ess
	Des
	MOA

	KNOWLEDGE/QUALIFICATIONS
	
	
	

	Level 3 – Teaching Assistant Qualification
	*
	
	A/C

	Understanding of child development and learning
	*
	
	A/I

	Awareness of safeguarding and child protection procedures
	*
	
	A/I

	Knowledge of diversity and inclusion in educational settings
	*
	
	A/I

	Knowledge of the National Curriculum and learning strategies (e.g. literacy, numeracy,
	*
	
	A/I

	Understanding of GDPR and data protection principles
	
	*
	A/I

	EXPERIENCE
	
	
	

	Experience working with children or young people in a classroom or educational setting
	*
	
	A/I/R

	Experience supporting pupils with SEMH or sensory processing difficulties
	*
	
	A/I/R

	Experience assisting with learning activities and classroom support
	*
	
	A/I

	Experience in administering tests or invigilating exams
	
	*
	A/I

	Experience in providing personal care or medical support
	
	*
	A/I

	Experience using ICT to support learning
	*
	
	A/I

	Experience supporting school trips or extracurricular activities
	
	*
	A/I

	SKILLS 
	
	
	

	Strong verbal and written communication skills
	*
	
	A/I

	Ability to build positive relationships with pupils and staff
	*
	
	I/R

	Ability to support pupil behaviour and promote positive attitudes
	*
	
	A/I/R

	Good organisational and time management skills
	*
	
	A/I

	Ability to work independently and as part of a team
	*
	
	I/R

	Competent in using Microsoft Office and educational ICT systems
	*
	
	A/I

	Ability to monitor pupil progress and provide feedback
	*
	
	A/I

	Ability to maintain confidentiality and handle sensitive information
	*
	
	A/I/R

	BEHAVIOUR AND OTHER RELATED CHARACTERISTICS
	
	
	

	Friendly, approachable, and professional manner
	*
	
	I/R

	Flexible and adaptable approach to work
	*
	
	I/R

	Reliable and punctual
	*
	
	R

	Respect for diversity and inclusion
	*
	
	A/I

	Ability to remain calm under pressure
	*
	
	I/R

	Commitment to continuing own professional development
	*
	
	A/I

	Commitment to safeguarding and promoting the welfare of children
	*
	
	A/I


	Key:
A = Application               C = Certificate
I = Interview                     R = Reference




N.B.  We will require an enhanced DBS check for the successful candidate.


[bookmark: _Hlk204177991]
Carlton Academy Trust has adopted the principles of Safer Recruitment and will safeguard and promote the welfare of children and young people and expects all staff and volunteers to do the same.  Successful applicants will be required to undertake an enhanced Disclosure and Barring Service check and subscribe to the DBS update service.

Carlton Academy Trust is an equal opportunities employer.
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