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St Andrew’s Methodist Primary School




A message from the Headteacher
Dear Applicant,
Thank you for your interest in the position of Higher Level Teaching Assistant (HLTA) at St Andrew's Methodist Primary School.
We are proud to be a school where every child is known, valued and supported to flourish. Guided by our vision, "Striving for Excellence, Together as One, with God", we are committed to providing a nurturing, inclusive and ambitious learning environment where all children can achieve their full potential.
We are seeking a highly skilled and dedicated HLTA who shares our passion for high-quality education and is committed to supporting every child to succeed. This is an exciting opportunity to join a caring and supportive team, where you will play an important role in helping pupils overcome barriers to learning, achieve their best and develop confidence as learners.
The successful candidate will be enthusiastic, adaptable and committed to making a positive difference to children's lives. They will work closely with teachers to support high-quality teaching and learning, deliver targeted interventions, lead learning activities when appropriate, and contribute to creating a positive and inclusive environment where all pupils feel valued and supported. They will also work collaboratively with colleagues, parents and the wider school community to promote the wellbeing and achievement of every child.
At St Andrew's, we are proud of our caring ethos, strong relationships and commitment to professional development. We believe that investing in our staff is fundamental to ensuring the best outcomes for our children. In return, we offer a welcoming and supportive school community, dedicated colleagues and opportunities for professional growth and development.
If you are passionate about supporting children to achieve their full potential, committed to excellence and eager to make a meaningful contribution to school life, we would be delighted to receive your application.
Thank you for taking the time to consider joining the St Andrew's family. We look forward to learning more about you and your potential contribution to our school community.
Yours faithfully,
Mrs Kayleigh Ferguson
Headteacher 



	Job title:
	Higher Level Teaching Assistant - Supporting & Delivering Learning (Level 4)

	Grade:
	 3B

	Location of work:
	St Andrew’s Methodist Primary School 

	Directly responsible to:
	The Headteacher/ Senior Leadership Team

	Hours of duty:
	32 hours per week 

	Primary purpose of the job:
	To compliment the professional work of teachers by taking responsibility for agreed learning activities under an agreed system of supervision. This may involve planning, preparing and delivering learning activities for individuals/groups or short term for whole classes and monitoring pupils and assessing, recording and reporting on pupil’s achievement, progress and development.
Responsible for the management and development of a specialist area within the school and/or management of other teaching assistants including allocation and monitoring of work, appraisal and training.


Job Description
 
	Main Duties and Responsibilities/Accountabilities:

	Support for Pupils

	· Assess the needs of pupils and use detailed knowledge and specialist skills to support pupils’ learning.
· Establish productive working relationships with pupils, acting as a role model and setting high expectations.
· Develop and implement IEPs, Pupil Passports and Learning Support Plans. 
· Promote the inclusion and acceptance of all pupils within the classroom.
· Support pupils consistently whilst recognising and responding to their individual needs.
· Encourage pupils to interact and work co-operatively with others and engage all pupils in activities.
· Promote independence and employ strategies to recognise and reward achievement of self-reliance.
· Provide feedback to pupils in relation to progress and achievement.

	Support for Teachers 

	· Organise and manage appropriate learning environment and resources. 

	· Within an agreed system of supervision, plan challenging teaching and learning objectives to evaluate and adjust lessons/work plans as appropriate.
· Monitor and evaluate pupil responses to learning activities through a range of assessment and monitoring strategies against pre-determined learning objectives.
· Provide objective and accurate feedback and reports as required on pupil achievement, progress and other matters, ensuring the availability of appropriate evidence.
· Record progress and achievement in lessons/activities systematically and provide evidence of range and level of progress and attainment.
· Work within an established discipline policy to anticipate and manage behaviour constructively, promoting self-control and independence.
· Supporting the role of parents in pupils’ learning and contribute to/lead meetings with parents to provide constructive feedback on pupil progress/achievement etc.
· Administer and assess/mark tests and invigilate exams/tests.
· Production of lesson plans, worksheet, plans etc.

	Support for the Curriculum

	· Deliver learning activities to pupils within agreed systems of supervision/ adjusting activities according to pupil responses/needs.
· Deliver local and national learning strategies e.g. literacy, Numeracy, KS3, early years and make effective use of opportunities provided by other learning activities to support the development of pupils’ skills. 
· Use ICT effectively to support learning activities and develop pupils’ competence and independence in its use.
· Select and prepare resources necessary to lead learning activities, taking account of pupils’ interest and language and cultural backgrounds.
· Advise on appropriate deployment and use of specialist aid/resources/equipment. 

	Support for the School

	· Comply with and assist with the development of policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting concerns to an appropriate person. 
· Be aware of and support difference and ensure all pupils have equal access to opportunities to learn and develop.
· Contribute to the overall ethos/work/aims of the school.
· Establish constructive relationships and communicate with other agencies/professionals, in liaison with the teacher, to support achievement and progress of pupils.
· Take the initiative as appropriate to develop appropriate multi-agency approaches to supporting pupils.
· Recognise own strengths and areas of specialist expertise and use these to lead, advise and support others.
· Deliver out of school learning activities within guidelines established by the school.
· Contribute to the identification and execution of appropriate out of school learning activities, which consolidate and extend work carried out in class.
Line Management Responsibilities Where Appropriate
· Manage other teaching assistants.
· Liaise with managers/teaching staff and teaching assistants.
· Hold regular team meetings with managed staff.
· Represent teaching assistants at teaching staff/management/other appropriate meetings.
· Undertake recruitment/induction/appraisal/training/mentoring for other teaching assistants.
Safeguarding 
The postholder must be aware of child protection issues and the need for confidentiality and to identify to the named child protection colleague in school, concerns in respect of individual children.  

	
	

	Review Arrangements:

	The details contained in this Job Description reflect the content of the job at the date it was prepared.  It should be remembered, however, that it is inevitable that over time, the nature of individual jobs will change, existing duties may no longer be required and other duties may be gained without changing the general nature of the duties or the level of responsibility entailed.  Consequently, the council will expect to revise this Job Description from time to time and will consult with the postholder at the appropriate time.
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Person Specification 

	Essential criteria
	Necessary requirements – skills, knowledge, experience etc.
	* M.O.A.

	1. 
	Experience working with children of relevant age.
	A/I

	2. 
	Experience of working with pupils with additional needs.
	A/I

	3.
	Meet Higher Level Teaching Assistant standards or equivalent qualification.
	A/I/C

	4.
	Excellent Numeracy/literacy skills - equivalent to Level 2 in English and Maths.
	A/I/C

	5.
	Where designated to work in a particular curriculum area to work towards Level 3 in that subject area.
	A/I

	6.
	Full working knowledge of relevant policies/codes of practice and awareness of relevant legislation.
	A/I

	7.
	Working knowledge of national curriculum and other relevant learning programmes.
	A/I

	8.
	Understanding of principles of child development and learning processes and in particular, barriers to learning.
	A/I

	9.
	Ability to plan effective actions for pupils at risk of underachieving.
	A/I

	10.
	Full understanding of the range of support services/providers.
	A/I

	11.
	Ability to self-evaluate learning needs and actively seek learning opportunities.
	A/I

	12.
	Ability to relate well to children and adults.
	A/I

	13.
	Work constructively as part of a team, understanding classroom roles and responsibilities and your own position within these.
	A/I



	Desirable criteria
	Necessary requirements – skills, knowledge, experience etc.
	* M.O.A.

	1.
	Completion of Teaching Assistant Introductory Training
	A/I/C

	2.
	Relevant First Aid Training
	A/I/C

	3.
	Holds a relevant EYFS qualification and can apply this knowledge to support high-quality learning and development opportunities for children in the Early Years Foundation Stage
	A/I/C



Method of assessment (* M.O.A.)
A = Application form,    C = Certificate,    E = Exercise,    I = Interview,    P = Presentation,    T = Test,    AC = Assessment centre

Safeguarding Statement
In keeping with our vision of "Striving for Excellence, Together as One, with God," we are committed to safeguarding and promoting the welfare, dignity and wellbeing of every child. We believe that all children are unique, valued and deserving of the highest standards of care, support and protection within a safe, nurturing and inclusive environment.
We expect all staff, volunteers and governors to share this commitment and to actively contribute to creating a culture where children can flourish, achieve their potential and feel safe, respected and valued.
The successful applicant will be subject to all relevant pre-employment checks, including an Enhanced DBS check with Children's Barred List check, online searches, verification of qualifications, identity and right to work, and satisfactory references, in accordance with statutory guidance and Keeping Children Safe in Education.
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