JOB DESCRIPTION

Title of Post
Teaching and Learning Assistant 

Grade
Scale 14-17 pro rata to 37 hours per week, 39 weeks per year

Responsible to 

Designated Strategic Subject Leader

A Purpose of the Post

To support pupils and teachers to implement the School’s Curriculum Mission Statement and contribute to raising of department standards

B Key Outcomes

· Pupils gain full access to learning opportunities at All Saints Catholic High School 

· Teachers are able to work efficiently to deliver effective learning for all pupils 

C Key Tasks to Achieve Outcomes

With Pupils

· Support pupils during learning activities in response to individual need

· Develop resources and learning activities to support learning objectives

· Assess and evaluate pupil performance/progress

· Assist pupils to develop key skills and independent learning

· Interact with pupils to develop confidence and emotional intelligence

· Supervise during recreational time as required

· Contribute to extra-curricular and OHL programmes

· Work with whole classes for some of the time

   With Teachers in Department

· Assist in preparation and maintenance of a stimulating learning environment

· Plan teaching and learning activities

· Report on pupil performance/progress of target groups

· Support the use of ICT in the classroom

· Input and present data as required/maintain pupil records

· Cover for occasional absence of members of staff in line with school policy

· Contribute to School Self Review and Evaluation
· Support the work of the department with routine clerical and administrative tasks such as ordering stock, writing letters and collecting monies

· Contribute to the development of resources including curriculum displays

D Specific Duties

· Supporting WRL organising Journeys, etc

· Supporting staff on journeys

· Supporting pupils at lunchtimes

· Organising timetabling issues and rooming problems

· Supporting students and staff at lunchtimes

· Filing paperwork

· Ordering and checking on supplies

· Photocopying

· Organising exams for SEN pupils

· Circulating notices and memos

· Supporting staff in practical lessons

· Prepare resources and exemplar work

· Providing support setting up machines

· Timetable arrangements

· Exam cover

· Class registrations

· Provide cover work for absent members of staff

· Write up and circulate minutes of departmental meetings

· Organise and manage the VLE

· Keep office working environment organised and tidy

· Work with specific target groups and individuals in the classroom
· Work with Strategic Subject Leader to develop the DT timetable/sets

· Organise and update cover materials
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