BOROUGH OF POOLE

JOB DESCRIPTION

Service Unit
:
Learning Support Service







Job Title:

Teaching Assistant


Salary Band:

Gen 3 - £15,849 to £17,574

Responsible to:
Headteacher

MAIN PURPOSE:



Assisting Learning Support Teachers in working with children with difficulties.
MAIN RESPONSIBILITIES: 

1. Assisting with planning educational activities for disaffected children.

2. Liaising with employers to set up work experience and visiting students whilst they are undertaking work experience to assess and record their progress.  Compiling work experience diaries.

3. Supervising individuals or small groups in a variety of activities.

4. Accompanying students on educational visits and interviews for work experience and post 16 courses/employment.

5. Promoting educational opportunities and helping children access them.

6. Monitoring KS4 students attending college through observation, written records of progress and liaison with staff and students.

7. Writing reports for reviews and contributing to team assessment of individual students.

8. When required, attending staff meetings.

9. Developing home-school liaison to secure a supportive relationship and establish reasons for non-attendance.

10.  Undertaking duties to support specific students or activities.

11. Working in schools with children exhibiting challenging behaviour and offering advice   on strategies for dealing with specific children to TAs in school.

12. Delivery and administration of work related learning and ASDAN scheme within the Learning Support Service.

13. Administrative tasks to support teaching staff, in line with guidance on workforce remodelling.

14. Any other duties, which may be reasonably required within the grade of the post.

15. To comply with all decision, policies and standing orders of the Council and any statutory requirements, including Equal Opportunities legislation, the Health and Safety at Work Act and Data Protection Act.

MAIN OBJECTIVES:

1.
To support young people at risk of disaffection back into education.

2.
To undertake such other duties as may be required from time to time commensurate with the level of the post.

To comply with all decisions, policies and standing orders of the Council and any relevant statutory requirements, including Equal Opportunities legislation, the Health and Safety at Work Act and Data Protection Act.

Prepared by:  Jo Perry
Date:
1.12.08


BOROUGH OF POOLE

PERSON SPECIFICATION

SERVICE UNIT:  
Learning Support Service
POST TITLE: 

Teaching Assistant
GRADE:  Gen 3
	ATTRIBUTES
	CRITERIA
	METHOD OF ASSESSMENT

	EXPERIENCE


	Experience of working with young people. 
	Application Form 

Interview



	QUALIFICATIONS / TRAINING


	· Good standard of written English and numeracy

· Familiarity and basic competency with ICT
	Application Form

Interview

	APTITUDES AND ABILITIES


	Ability to:-

· respond appropriately to anti-social behaviour, i.e. avoid confrontation, stay calm, non-judgemental

· work with parents / carers in difficult situations

· communicate effectively both verbally and in writing to children, parents and professionals e.g. writing letters.

· help children to work on specific activities / tasks

· work with a variety of professionals and agencies

· use own initiative and operate independently when required.


	Application Form

Interview

References

	KNOWLEDGE


	· Knowledge of personal, social and educational topics which relate to adolescent concerns.


	Application Form

Interview

	ATTITUDE / MOTIVATION


	· Ability to work as part of a team

· Maintain optimistic and motivational attitude to young people.


	Application Form

Interview

References

	OTHER FACTORS


	· Flexibility to work over student lunch hours and in different locations.

· Home visits

· Escorting students to school / interviews / leisure activities etc.


	Application Form

Interview
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