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Beaumont Primary School
JOB DESCRIPTION

	Department      
	Beaumont Primary School

	Job Title
	APPRENTICE TEACHING ASSISTANT

	Grade
	apprenticeship grade  

	Primary Purpose of the Job
	To assist the school in carrying out its duties efficiently and effectively 

	Responsible to
	Team and Learning Leader and School Business Manager

	Responsible for
	Completing appropriated tasks as required by class teachers and the School Business Manager

	Principal Responsibilities
	To learn and develop a range of skills related to the job.

To assist and support the activities of the school.
Undertake a Level 2 qualification in Supporting Teaching and Learning and attend further training and development related to the job. 

	GENERIC DUTIES - The apprentice scheme will combine practical on the job training with theoretical learning and development through the Level 2 qualification at Bolton College. 

	
	To contribute to effective working relationships with colleagues, parents and pupils
To provide support as required by the teacher within the learning environment, from Reception class to Year 6 class, by responding to the needs of the pupil and supporting children’s learning and well being 

At peak times you will also be required to provide general administrative, organisational and clerical support for staff and the school, under direction of teaching and/or senior staff.

School will provide support and training within school and will organise release time to attend training at Bolton College for Level 2 qualification in Supporting Teaching and Learning in Schools.
This is a developmental role, you will be responsible for gathering and recording evidence for your Level 2 qualification and key skills and attending any training sessions arranged by your assessor.
Any other duties as assigned by the teaching and/or Senior Staff in accordance with the nature and grade of the post
Customer Care - To provide quality services that are what our customers want and need.  To give customers the opportunity to comment or complain if they need to.  To work with customers and do what needs to be done to meet their needs.  To inform your manager about what customers say in relation to the services delivered.

Develop yourself and supporting other’s learning - To make every effort to access development opportunities and ensure you spend time with your manager identifying your development needs through your personal development plan.  To be ready to share learning with others.

Valuing Diversity -To accept everyone has a right to their distinct identity.  To treat everyone with dignity and respect, and to ensure that what all our customers tell us is valued by reporting it back into the organisation.  To be responsible for promoting and participating in the achievement of the departmental valuing diversity action plan.




SPECIFIC DUTIES IN ROLE
TO BE AGREED WITH LINE MANAGER
The duties of the post will develop as the post holder learns and applies new skills
	Date Job Description updated
	January 2017

	Job Description prepared by  
	Mrs V Fryer



Beaumont Primary School
PERSON SPECIFICATION

	Department
	Beaumont Primary School

	Job Title
	apprentice TeACHING aSSISTANT 


	STAGE ONE
	Disabled Candidates are guaranteed an interview if they meet the essential criteria


	MINIMUM ESSENTIAL REQUIREMENTS
	METHOD OF ASSESSMENT

	1.
Skills and Knowledge

	
	Enjoy working with children

Ability to communicate effectively both orally and in writing
Ability to work as part of a team and have good organisational skills
Ability to put into practice new work based skills and demonstrate new competences gained though the Level 2 qualification.

Ability to develop and maintain effective working relationships with others
Ability to maintain confidentiality

Work accurately to deadlines as agreed
Actively look for opportunities to develop an understanding of how children learn
Caring for Customers - Listen to what our customers say, respond quickly to their needs and treat them in a courteous and positive manner at all times.

Valuing Diversity – Listen to our customers and others, value their input by treating them as individuals who are important. Show regard to what customers and others are saying about their individual needs. This is also about knowing and understanding what the Valuing Diversity action plan is.

	Application form/interview
Application form/interview
Interview

Application form

Application form/interview
Interview

Interview

Interview

Application Form/Interview

Application Form/Interview

	
	Developing Self and Others - Question and ask for the right training and development that links to the job. Seek opportunities that help you to add to your skills and knowledge. Respond positively to development opportunities that arise. Support others’ learning and share learning with others.

	Application Form/Interview


	2.
Experience/Qualifications/Training etc

	
	Applicants must be willing to complete a Level 2 qualification in Supporting Teaching and Learning and attend further training and development related to the job

Applicants must have Maths & English GCSE Grade A – C and will be required to provide proof of this. 
	Application form/interview


	3.
Work Related Circumstances

	
	The Council operates a No Smoking Policy
	Application Form/interview


	STAGE TWO
	Will only be used in the event of a large number of applicants meeting the minimum essential requirements


	ADDITIONAL REQUIREMENTS
	METHOD OF ASSESSMENT

	1.
Skills and Knowledge

	
	Understanding of working with children with Special Educational Needs
Administrative and organisational skills
	

	
	
	

	
	
	


	2.
Experience/Qualifications/Training etc

	
	Experience of working with primary-aged children in an educational setting.
	Application 


	Note to Applicants: Please try to show in your application form, how best you meet these requirements


	Date Person Specification prepared/updated 
	January 2017

	Person Specification prepared by
	Mrs V Fryer
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