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Job Description
PASTORAL TEACHING ASSISTANT – SCALE 4 




	Purpose
	· Motivating your students with SEND to achieve their potential.
· Assisting teachers to plan learning activities, prepare specific learning materials and support learning in the classroom 

	Reporting  To
	· Head of Inclusion 
· Senior TA

	Salary/Grade
	· Scale 4 
· 8.30am to 4.15pm (45 mins lunch) - 35 hrs per week.

	Disclosure
	· Enhanced

	MAIN DUTIES

	Professional Standards
	· To build and maintain successful relationships with pupils with SEND needs
· Uphold Swanlea Values in all aspects of the role
· To work collaboratively with colleagues, and carry out the role effectively, knowing when to seek help and advice
· To liaise sensitively and effectively with parents/carers and outside agencies 
· To take an active role in professional development including through observation, evaluation and discussion with colleagues

	Role 
	· Provide First Aid for students when necessary
· Liaise with parents/carers as directed
· Provide in class support for students 
· Contribute to annual review planning for pupils with EHCPs
· To produce and maintain classroom  and whole school resources and displays
· Meet the personal care and medical needs of students with SEND

	Learning Activities
	· To implement specific programmes of support under the guidance of professionals including teachers, Inclusion teachers, Ed Psych, Speech & Language Therapists and others as directed
· Create and deliver clearly structured learning activities that enable students to be motivated and promote progress
· Contribute to the planning of opportunities for pupils to learn in and out of school contexts
· Select and prepare resources necessary to lead learning activities, taking into account pupils’ interests and language and cultural backgrounds
· Support teachers in evaluating pupils’ progress through a range of assessment activities
· Communicate effectively and sensitively with pupils to support their learning
· Use behaviour management strategies, in line with the school’s policy and procedures, which contribute to a purposeful learning environment
· Organise and manage safely the learning activities, the physical teaching space and resources for which you are given responsibility
· Work with students both in class, in small groups and one-to-one settings as appropriate


	· Whilst every effort has been made to explain the main duties and responsibilities of this post, each individual task undertaken may not be identified.
· Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description.
· This job description is not prescriptive. If the needs of the school change, the job description may be removed or amended at any time following appropriate consultation with the postholder.
· Employees are expected to present themselves and to act in a professional manner at all times.
· The school will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled applicants or continued employment for any employee who develops a disabling condition.




Job Description
PERSON SPECIFICATION 



	 
	Essential
	Desirable 

	Skills
	
	

	Excellent written and spoken English skills
	X
	

	To be able to work effectively as part of a team 
	X
	

	To liaise effectively with parents and professionals as directed
	X
	

	To be aware of the statutory frameworks relevant to the role.
	X
	

	
	
	

	Personal Qualities
	
	

	Ability to work as part of a team
	X
	

	A desire to be part of a challenging & dynamic area of work
	X
	

	Deep commitment to social equity and moral purpose
	X
	

	Hardworking, resilient and professional
	X
	

	Understanding of and commitment to Swanlea School Values and aspirations
	X
	

	Understanding of the need for and commitment to maintaining excellent attendance and punctuality 
	X
	

	Able to adapt quickly to changing circumstances and take speedy appropriate action when circumstances require it 
	X
	

	Resourcefulness, enthusiasm and flexibility to work under pressure
	X
	

	Commitment to own continuing professional development and to supporting the professional development of others
	X
	

	A commitment to all aspects of equal opportunities
	X
	

	Willing to train and act as a First Aider
	X
	

	Must be available for transitional duties/break duties as required
	X
	

	
	
	

	Qualifications
	
	

	High standard of written and spoken English (at least level 2/GCSE)
	X
	

	High standard of numeracy (at least level 2/GCSE)
	X
	

	First aid qualification (or be prepared to obtain  the qualification)
	X
	

	Must be available to supervise pupils break and lunchtimes

	X
	

	Counselling level 1 (or be prepared to obtain the qualification)
	X
	

	Level 3 qualifications in a relevant discipline (e.g. A-Level, BTEC etc.)
	X
	

	
	
	

	Experience
	
	

	Significant experience of providing effective support for students’ learning
	X
	

	Experience of working with relevant outside agencies 
	
	X

	Experience of supporting students with a range of SEND needs 
	X
	



Signed: …………………………………………………….		Date:……………………….
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