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                                       Job Description

	Post Title:Teaching Assistant with additional ICT responsibilities
Vacancy Number:      
Existing Grade:Scale 4
Post Number:     
Service Area:Highfields Inclusion Partnership PRU
Directorate: Services to People
Team:     
Responsible to: 
[Designation of line manager]

Responsible for (including numbers if possible):None
[Numbers and types of employees, full-time, part-time, seasonal contract, voluntary]



	Main purpose of the job:  

[Focus on and highlight the central core of the job, scope and  objectives in two or three sentences only]
To support students attached to Highfields Pupil Referral Unit (Brinnington) which includes:

•
Provision at Highfields for Key Stage 3 and 4 students who are at risk of or who are
         actually permanently excluded from mainstream school 

The post involves working with some of the Borough’s most challenging pupil’s (over 49.6% of whom live in identified deprived areas of Stockport). The post may involve working occasionally at a sister provision (working at Pendlebury Centre PRU in Cheadle Heath).
Staff will need to be able to manage stressful situations and if necessary seek help through the support mechanisms available.
The postholder must have a level of competence in functional ICT (Word, PowerPoint, Excel, Internet, Email) that can be explained and demostrated to young people.
1. To work under the guidance of teaching / senior staff to implement agreed work programmes

2. To assist the ICT teacher in the planning cycle and the management, preparation and selection of of resources

3. To provide support for ICT teaching staff across the service in an appropriate learning environment

4. To assist with the transitional plans of students with special educational needs

5. To supporting students in a small group or on an individual basis within the classroom, on a withdrawal basis or off-site.

6. To provide cover for whole classes in ICT - working on occasion across two sites
7. To be an integral part of the service, working in close partnership with all staff
8. To offer ICT intervention work with individual, or group of, students.



	Summary of Responsibilities and Key Areas:    

[List key job areas and responsibilities-unlikely to be more than six]

Examples could include supervision, technical, project management, administrative and clerical or others as appropriate
     


	Resources:   

[For which you are personally and identifiably accountable, e.g. plant, equipment, vehicles, property, cash, IT]

     


	Job Activities: [For each key area identified above, describe job activities and include if possible how, when and where each activity is done]

Planning 

1.
To assist with the development and delivery of Individual Education Plans, Pastoral Support Plans or Personal Education Plans

2.
To work with the teacher in lesson planning, evaluating and adjusting lessons/work plans as appropriate

Monitoring and Assessment 

3.
To provide feedback to students in relation to progress, behaviour and achievement

4.
To monitor and evaluate student responses to learning activities through observation and planned recording of achievement against pre-determined learning objectives

5.
To be responsible for keeping and updating records as agreed, contributing to reviews of systems/records as requested

6.
To undertake marking of students’ work and accurately record achievement/progress as requested.

7.       To "key work" allocated students
8.
To liaise sensitively and effectively with parents or carers as agreed and to participate in feedback sessions or meetings with parents as directed. 

Teaching and Learning / Cover supervision
9.      To provide cover for whole ICT classes supervising work set, maintaining good order in the classroom and keeping students on task 

10.
To implement agreed learning activities/teaching programmes, adjusting activities according to student responses/needs

11.     To respond to questions and generally assist students to undertake set activities - based on a sound knowledge of basic ICT skills (ECDL, ICT Functional Skills etc.)
12.     To collect completed work and return it to the appropriate teacher

13.      To provide feedback / written reports to teachers on the outcomes of cover lessons
14.      To guide , where relevent the work of other adults supporting teaching and learning in the classroom

15.
To implement local and national learning strategies e.g. literacy, numeracy,  and make effective use of opportunities provided by other learning activities to support the development of relevant skills

16.
To support the use of ICT in learning activities and develop students’ competence and independence in its use

17.
To help students to access learning activities through specialist support 

18.
To administer and assess routine tests and invigilate exams/tests

General 

19.
To encourage students to interact and work co-operatively with others and engage all students in activities

20.     To assist in the maintenance and management of good student behaviour (including the use of the Team Teach approach - Staff will be fully trained before being authorised to restrain)
21.
To be aware of and support difference and ensure all students have equal access to opportunities to learn and develop

22.
To provide general clerical/administrative support including administering coursework, producing worksheets, organising display boards and filing
23.     To take responsibility for and support Breakfast Club

24.     To support unstructured times including  break, lunch and detentions

25.     To assist in the distribution of medication following instructions of the Medical Care Plan and to keep related records
FOR ALL POSTS

To be committed to continuous professional development and to participate in the Service's professional support and development programme

The postholder is encouraged to join a relevant professional association

The post holder may be asked to assist in the transportation of students.   

To work positively and inclusively with colleagues and customers so that the Council provides a workplace and delivers services that do not discriminate against people on the ground of their age, sexuality, religion or belief, race, gender or disabilities.

To fulfill personal requirements, where appropriate, with regard to Council policies and procedures, health, safety and welfare, customer care, emergency, evacuation, security and promotion of the Council’s Mission Statement.

To work flexibly in the interests of the service. This may include undertaking other duties provided that these are appropriate to the employee’s background, skills and abilities. Where this occurs there will be consultation with the employee and any necessary personal development will be taken into account.

	Signed by: 
     

	Post Holder:

     

	Date:     

	Line Manager:     

	Job Assessor (if applicable):     
	


Note: Please attach an up to date organisation structure chart as a separate document
