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JOB DESCRIPTION

JOB TITLE:  			TEACHING ASSISTANT 

SCHOOL:  			COOMBE DEAN SCHOOL

RESPONSIBLE TO:  	SENCo

SCALE:			Grade C

HOURS:			31.25 hours per week, 38 weeks per annum

MAIN PURPOSE OF JOB
Under the instructions/guidance of senior staff provide support across specific curriculum/resource areas, including preparation, and maintenance of resources and records and support to staff and particularly students.  Facilitate and encourage structured opportunities for learning either during lunchtime or after school.

DUTIES AND RESPONSIBILITIES TO INCLUDE:

Support for students by

1. Helping them access learning activities with guidance from the teacher.
2. Providing feedback in relation to progress and achievement.
3. Working with specifically identified students to manage their successful navigation of the curriculum.
4. Liaising with staff, parents and carers to enhance communication.   

Support for the teacher in:

5. Creating and maintaining a purposeful, orderly and productive working environment.
6. Preparing of resources and materials as appropriate.
7. Maintaining records, data and information on specifically identified students.
8. Implementing structured learning activities/teaching programmes.
9. Ensuring the health and safety and good behaviour of students.
10. Administering routine tests and where required assisting in the invigilation of exams and undertaking routine marking of students’ work under the guidance of the teacher.
11. Providing clerical/admin support (word processing/photocopying/printing and display)


Support for the School

12. Be aware of and comply with policies and procedures relating to child protection, health and safety and confidentiality, reporting all concerns to an appropriate person.
13. Be aware of and support difference and ensure all pupils have equal access to opportunities to learn and develop.
14. Contribute to the overall ethos/work/aims of the school.
15. Appreciate and support the role of other professionals.
16. Attend and participate in relevant meetings as required.
17. Participate in training and other learning activities and performance management as required.
18. Assist with the supervision of students out of lesson times e.g. clubs, extra-curricular activities within paid hours of employment.

General duties

19. As and when required to undertake duties in connection with personal hygiene and welfare of students as directed by teaching staff.
20. Be an effective role model for the standards of behaviour expected of students. 



This job description will be reviewed annually and may be subject to amendment or modification at any time after consultation with the post holder.  It is not a comprehensive statement of procedures and tasks but sets out the main expectations of the School in relation to the post holder’s professional responsibilities and duties.
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