LONDON BOROUGH OF NEWHAM

                 JOB DESCRIPTION

Title of Job:

Academic Assistant


Section:
School









Scale:

4
JOB DESCRIPTION

Person Reports To:
Deputy Head Teacher
Person Supervises:
No supervisory responsibility
Purpose of Job:
To support the education and welfare of pupils as directed by the deputy head having due regard to the school’s aims, objectives, schemes of work, policies and relevant national requirements.  To share in the corporate responsibility for the well being and discipline of all pupils.
To be responsible for classes of children, smaller groups and individuals as required.
Equal Opportunities:
The Council has a strong commitment to achieving equality of opportunity in both services to the community and the employment of people and expects all employees to understand and promote its policies in their work.

Duties and Responsibilities:
1. To take every opportunity to develop pupils’ language, reading, numeracy and related skills.
2. To assist in monitoring and recording the progress of individual pupils in accordance with school procedures and reporting to the class teacher.
3. To give oral and written feedback to pupils on their attainment in order to promote further progress.
4. To work with teachers to identify and respond appropriately to pupils’ individual needs, assisting pupils in areas of specific difficulty.

5. To uphold the school’s behaviour expectations of pupils and supporting pupils appropriately to achieve these.

6. To help promote and reinforce pupils’ self-esteem, encouraging inclusion of pupils with special educational needs.

7. To help create and maintain a purposeful, orderly and supportive environment for pupils’ learning, ensuring that pupils are able to use equipment and materials provided.
8. In the presence of the teacher, present agreed learning tasks in a clear and stimulating manner to help maintain pupils’ interest and motivation; to work with pupils individually and collectively by contributing to decisions about the most appropriate learning goals and strategies.

9. Outside the classroom, to work with groups of pupils.  The number of pupils included will reflect the nature of the task, the pupils concerned, the location involved and the length of time to be supervised. 
10. To provide information that supports the preparation and review of Individual Education Plans and to action appropriate tasks from IEPs.
11. To use a range of supporting techniques, including computers and other resources and consider in consultation with other leaders when and how to deploy them.

12. To promote and maintain classroom resources, displays and classroom layout in consultation with the teacher.
13. To help train pupils in the individual and collaborative study skills necessary for learning.

14. To work alongside other adults, including teachers, trainee teachers and other support staff.

15. To supervise pupils during breaks and /or lunchtimes if required.

16. To maintain confidentiality at all times with regard to both supported pupils and the wider school.

17. To take part in in-service training, relevant performance management arrangements and other meetings as directed in normal contracted working hours; to be conversant with school policies and procedures.

Duties in relation to teaching and learning:

1. To work collaboratively with colleagues and carry out your role effectively, knowing when to seek help and advice.
2. To work within a framework set by the teacher, plan your role in lessons including how you will provide feedback to pupils and colleagues on pupils’ learning and behaviour.

3. With guidance effectively plan lessons, follow schemes of work, select and prepare teaching resources that meet the diversity of pupils’ needs and interests.

4. Support teachers in evaluating pupils’ through a range of assessment activities.

5. Monitor pupils’ participation and progress, providing feedback to teachers and giving constructive support to pupils as they learn.

6. Contribute to maintaining and analysing records of pupils’ progress.

7. Assist in managing pupil data by gathering information inputting data and considering results.

8. To provide written reports on pupil progress.

9. To use clearly structured teaching and learning activities that ensure you maintain interest and motivate pupils and advance their learning.

10. Promote and support the inclusion of all pupils in the learning activities in which they are involved.

11. Advance pupils’ learning in a range of classroom settings, including working with individuals, small groups and whole classes where the assigned teacher may not be present.

12. To recognise and respond effectively to equal opportunities issues as they arise, including by challenging stereotyped views and by challenging bullying or harassment, following relevant policies and procedures.

13. To organise and manage safely the learning activities, the physical teaching space and resources for which they are given responsibility. 
14. Other appropriate duties relevant to the purpose of the post and within the grading and competency of the post holder, as reasonably required by the head teacher.

Person Specification for the post of Academic Assistant

These are the criteria upon which the selection process will be based.  At each stage of the process the merits of each applicant will be assessed to determine how far the criteria have been matched.  These stages are:

A) Short listing by the selection panel.

B) Interview by selection panel.

1. Education, training and 

1.
Higher level GCSE’s in English 

Qualifications
and Mathematics (there will be an assessment through a standard test)

2.
Evidence of further education or training e.g. A Levels, B Tech, or Degree.
2. Experience


1.
Experience of working in a primary 
school or another setting with children.
2.
Able to demonstrate experience of dealing sympathetically and constructively with other adults.

3.
Able to demonstrate experience of advancing pupils learning in a range of settings.

3. Knowledge and 


1.
Demonstrate an understanding of the understanding



place of the school in educating primary  
 pupils and in promoting the spiritual, moral, social and cultural development of pupils from a multicultural community.

2.
Demonstrate an understanding of the role of the teacher and their own role in relation to teachers, other support staff and pupils.

3.
To be familiar with the school curriculum, the age-related expectations of pupils, the main teaching methods and the testing frameworks in the subjects and age ranges in which you are involved.

4.
To know how to use ICT to advance pupils learning and can use common ICT tools for your own and pupils benefit.

5.
To be able to use a range of strategies to establish a purposeful learning environment and to promote good behaviour.
6.
High expectations of all pupils; respect their social, cultural, linguistic, religious and ethnic backgrounds and are committed to raising their educational achievement.

7.
Demonstrate an understanding of the different approaches needed to support the learning of various groups of pupils, including bilingual English learners and pupils with special educational needs.

8.
Understanding of issues relating to health and safety in a school environment.

9.
Ability to act quickly and responsibly in the event of accidents or unacceptable behaviour or disruption by pupils. 

4.
Commitment to and 

1.
The Equal opportunities practice understanding of:


throughout the school including the 

Authority’s policy of inclusive education.






2.
Keeping Children Safe in Education.
