Job Description and Person Specification 
	Job Title:
	Teaching Assistant (Learning Support)

	School/Academy:
	Saffron Walden County High School

	Salary:
	FTE £25,989 (Point 6 within the 6-7 range)

	Responsible to:
	Headteacher / Director of Inclusion



	Role:
	To work as part of the SEN Team promoting the inclusion of pupils. To principally work with the pupils on the SEN Register.
To assist teachers to enable all pupils to reach their full potential.



Key Responsibilities

	Area of Responsibility

	· Support for pupils








· Support for teachers
	· To be informed of individual learning needs.
· Provide support for learning activities, enabling SEN pupils to participate
· Promote independent learning
· Help pupils to develop their literacy and numeracy skills across the curriculum
· Promote pupils social and emotional development
· Implement structured learning programmes for pupils with Special Needs
· To be aware of and keep up to date with legislation that relates to their work with pupils
· To maintain confidentiality in relation to individual pupil information
· Contribute to the planning and evaluation of learning activities
· Contribute to the preparation of the environment and materials for use
· Observe and report on pupil progress
· Support pupils individual learning needs and development
· Support the use of ICT in the classroom
· Assist with routine administrative tasks
· Support the implementation of strategies to manage pupil behaviour



	· School Ethos
	· Contribute to the safe and secure learning/environment
· Encourage pupils with SEN to participate in school life
· Promote the school policies with regard to SEN / Inclusion / Equal Opportunities / Behaviour

	· School development
	· Support the development and effectiveness of the SEN team
· Take part in training programmes designed to address individual, team and school development needs
· Liaise with other professionals and parents as requested
· Contribute to working parties / school department meetings as appropriate
· Evaluate and develop own contribution to raising achievement



Fulfil wider professional responsibilities:
· Make a positive contribution to the wider life and ethos of the school.
· Develop effective professional relationships with colleagues, knowing how and when to draw on advice and specialist support.
· Communicate effectively with parents with regard to pupils’ achievements and well-being.

Support for School:
· Participation in staff events by arrangement. 
· Attend Staff Meetings. 
· Contribute and participate in Trust events and activities where possible.
· Develop and maintain effective working relationships with other staff and parents/carers. 
· Adhere to the Trust values.  
· Follow school policies, practices and procedures.

Data security:
· Act in accordance with legal provisions regulating confidentiality and security of data and information in accordance with GDPR regulations.

Health and Safety: 
· Be aware of the responsibility for personal Health, Safety and Welfare and that of others who may be affected by your actions or inactions. 
· Co-operate with the Trust on all issues to do with Health, Safety & Welfare. 
· To work/operate all equipment within Health and Safety and other legal regulations, including risk assessments.
· Contribute to the maintenance of a safe and healthy environment. 

Continuing Professional Development:
· In conjunction with the line manager, take responsibility for personal professional development, keeping up to date with research and developments related to school efficiency, which may lead to improvements in the day-to-day running of the Trust.
· Undertake any necessary and identified professional development taking full advantage of any relevant training and development available, particularly when related to the use of ICT, for data management and record keeping. 
· Maintain a professional portfolio of evidence to support the Performance Management process – evaluating and improving own practice. 

Child Protection and Safeguarding
· The post holder will have a shared responsibility for the safeguarding of all children and young people. The post holder also has an implicit duty to promote the welfare of all children and young people. 
· To inform the Designated Safeguarding Lead (DSL) or Deputies of any issues relating to the safety and well-being of students using relevant systems (CPOMS)

The post holder will undertake any other duties commensurate with the grade of the post, in consultation with line manager.

This job description is subject to review and may be changed following consultation with the post holder. It is not a comprehensive statement of procedures and tasks but sets out the main expectations of the Trust in relation to the post holder’s professional responsibilities and duties.

Person Specification

	
Person Specification – Teaching Assistant (Learning Support)
	Assessment Key:
A = Application Form
I = Interview
RE = Reference
AS = Assessment



	Education and Qualification 
	Essential
	Desirable
	Assessment

	1
	 5 GSCE’s or equivalent including Maths and English
	✓
	
	A

	2
	 Good Reading and writing skills 
	✓
	
	A

	3
	Able to use technology including databases
	
	✓
	A/I

	Experience
	Essential
	Desirable
	Assessment

	4
	Previous school experience
	
	✓
	A

	5
	Similar role

	
	✓
	A

	Knowledge and Skills
	Essential
	Desirable
	Assessment

	6
	Evidence of pastoral responsibilities in a similar role. 
	
	✓
	A/I/RE

	7
	Understanding of and commitment to 
School policies
	✓
	
	A/I/RE

	8
	Understand and support the differences in children with SEND
	
	✓
	A/I/RE

	9
	Good organisational skills
	✓
	
	A/I/RE

	10
	Ability to work as part of a team and on their own
	
	✓
	A/I/RE

	11
	Ability to work accurately and in a timely manner
	✓

	
	A/I/RE

	12
	Ability to manage own time effectively
	✓

	
	I/RE

	Personal Qualities
	Essential
	Desirable
	Assessment

	13
	High personal standards in terms of attendance, punctuality and organising workload.
	✓
	
	I/RE/AS

	14
	Willingness to undergo further training and development.
	✓
	
	I

	15
	Excellent interpersonal and communication skills.
	✓
	
	I/RE/AS

	16
	Ability to establish rapport and good relationships with children, parents and staff
	✓
	
	I/RE/AS

	17
	Positive and enthusiastic approach towards work. Including sustained commitment to achieving team goals
	✓
	
	A/I

	18
	Understands procedures and legislation relating to confidentiality
	✓
	
	I/AS

	Child Protection
	Essential
	Desirable
	Assessment

	 19
	Support the Academy policies on safeguarding and child protection.  
	✓
	

	A/I

	20
	Understand and implement child protection procedures
	✓
	
	A/I

	Other
	Essential
	Desirable
	Assessment

	21
	Flexibility of working hours
	✓
	
	A/I


	
The Trust is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share in this commitment. 
All staff will be subject to an enhanced check with the Disclosure & Barring Service.
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