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SPECIALIST TEACHING ASSISTANT – LEVEL 2 (LITERACY AND NUMERACY)
JOB DESCRIPTION
GRADE


Grade 3 
WORKING PATTERN
35 hours per week, term time only

RESPONSIBLE TO

Deputy Headteacher 
MAIN CONTACTS

The post holder will report to the DHT responsible for PP / Catch up Co-ordinator/ Numeracy Co-Ordinator / Literacy Co-Ordinator. 

MAIN PURPOSE OF THE JOB
Under the guidance of teaching/senior support staff, provide support for students who are eligible for pupil premium funding to enable access to learning, improve levels of achievement and to assist in the management of students 

Provide specialist Pupil Premium intervention and support in Numeracy and Literacy and to supervise groups and occasionally whole classes for a session/lesson in the classroom or outside the main teaching area as required

MAIN TASKS
Support for students

· Assess the needs of students and use detailed knowledge and specialist skills to support students’ Literacy and Numeracy learning both in‐class under the direction of the class teacher or in small groups.

· To ensure that all students are baseline tested on entry to ensure appropriate intervention.

· Deliver targeted learning activities and interventions to students under the supervision and direction of the DHT responsible for PP, adjusting activities according to student responses/needs.

· To audit, monitor and evaluate the impact of focused intervention and support for identified students requiring extra literacy and numeracy support

· To raise the profile of focused literacy and numeracy support within the school.
Pastoral support for the School

· To assist with devising clear entry and exit criteria, including time limits on students’ attendance, in consultation with DHT responsible for Pupil Premium, Catch up Co-Ordinator and SLT.

· To discuss reasons for referral with teachers and students and assist in  setting individual targets for improving literacy and numeracy skills

· To plan, develop and deliver positive strategies & opportunities for students identified as having additional literacy and numeracy needs.

· To liaise with teachers and other student support colleagues where targeted intervention and support is required.

· To maintain regular communication with parents/carers with regard to student progress.

· To attend Staff meetings where appropriate

· Monitor and evaluate student responses to learning activities through a range of assessment and monitoring strategies against pre‐determined learning objectives

· Provide objective and accurate feedback and reports as required on student achievement, progress and other matters, ensuring the availability of appropriate evidence

· Be responsible for recording literacy and numeracy progress in lessons and providing evidence of progress and attainment.

· Support the role of parents in students’ learning and contribute to/lead meetings with parents to provide constructive feedback on student progress/achievement etc.

Administration
· To ensure that paperwork is completed in relation to student needs and passed to the relevant people.

· Ensuring complete confidentiality in all aspects of this role.

· Be aware of, uphold, and contribute towards the development of the school’s policies and procedures.

· To administer and assess routine tests, undertake routine marking of student’s work and to invigilate exams as necessary. 
· To undertake clerical and administration tasks including, but not limited to photocopying, collection of monies, display work and data entry. 
· To update student records, information and data.
Staffing
· To undertake break and lunch time duties if necessary.

· To participate in the performance and development review process, taking personal responsibility for identification of learning, development and training opportunities in discussion with line manager.
Management Information

· To provide relevant information to the Pupil Premium Catch up Co-ordinator
Communications and Liaison
· Establish constructive relationships and communicate with other relevant professionals, in liaison with the DHT responsible for PP/Catch up Co-ordinator, to support students’ learning and progress.

· Liaise with teachers and other relevant professionals regarding the work set for a class.

· To liaise with the pastoral team and learning support team as requested to discuss student progress and behaviour.

· To deal with any immediate problems or emergencies according to the school’s policies and procedures.

· To represent the school’s views and interests at all times.

· Liaising as necessary with teaching and support staff as required in all aspects of the post.
General
· To ensure the values and beliefs underlying the Schools Inclusion Policy are upheld.
· To work as part of a team to support colleagues and contribute to the vision and ethos of the school. 
· To undertake personal development to improve own practice.
· To be aware of and comply with policies and procedures relating to child protection, safeguarding, health and safety, security, confidentiality and data protection, reporting all concerns to an appropriate person as soon as they arise
· Actively promote equal opportunities and support the delivery of services which are accessible and appropriate to the diverse needs of service users
· To uphold the Catholic ethos of the school including attendance at whole school events
· To participate in training and other learning activities and the school’s performance management process. 
· Any other duties and responsibilities within the range of the salary grade.
All elements of Specified Teaching Work undertaken by the postholder will be within the framework of the school’s Scheme of Supervision in line with the 2003 Regulations and (amended Regulations 2007. In addition to HLTAs, the Regulations cover other groups of support staff who undertake ‘specified work’ at different levels. Specified work may cover a range of activities at different levels – including for some staff, work with whole classes.  Headteachers will ensure that the support staff member has the skills, experience and expertise required to carry out ‘specified work’. Where more demanding aspects of ‘specified work are carried out by support staff, and particularly where they are working with whole classes, it is strongly recommended that the headteacher should have regard to the standards for HLTAs in determining whether those staff have the necessary level of skills and expertise.

A teaching assistant Level 2 may be called upon to provide cover supervision for a group or occasionally for a whole class for a session/lesson, this may involve the teaching assistant contributing to the planning, preparation, assessment and reporting.

 The Teaching Assistant must carry out his or her duties with full regard and commitment to the Governing Body and school Policies.

TEACHING ASSISTANT – LEVEL 2

PERSON SPECIFICATION
TRAINING, QUALIFICATIONS AND EXPERIENCE:

· Experience of working with or caring for children of a relevant age
· Numeracy/literacy skills (at a level equivalent to NQF Level 2)

· Completion of the Teaching Assistant Induction Programme

· Ability to relate well to children and adults

· Ability to work as part of a team

· An understanding of the role of the Teaching Assistant and other professionals working in the classroom

· Ability to use relevant technology eg photocopier

· Understanding of national/foundation stage curriculum and other basic learning programmes/strategies

· Basic understanding of child development and learning

· Willingness to undertake minor first aid training as appropriate

SKILLS AND ABILITIES
· Excellent verbal and written communication skills to ensure effective communication with colleagues, students and other professionals
· Good IT skills with the ability to use a variety of teaching software packages

· Tact and diplomacy in all interpersonal relationships with the public, students and colleagues at work.

· Self motivation and personal drive to complete tasks to the required timescales and quality standards.

· The flexibility to adapt to changing workload demands and new school challenges.

· Personal commitment to ensure that the provision of support is equally accessible and appropriate to meet the diverse needs of students. 

· Personal commitment to continuous self-development. 

· A commitment to school improvement. 

· Be willing to apply for an enhanced DBS check.

