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Teaching Assistant Job Description 

Job details  
Salary: The Circle Trust Support Staff Pay Scale 3 [salary range: points 5-6] 

Hours: 32.5 hours per week, 5 days a week [8:30am to 3:30pm with a 30-minute lunch break] 

Contract type: Permanent, term time only (plus INSET days as required)  

Reporting to: Class Teacher 

Responsible for: Supporting teaching and learning of all children and the supervision of children at play 
and lunch times.  

Main purpose 
To support, motivate and inspire all pupils to achieve their full potential, including those with special 
educational needs, under the guidance of the class teacher and SENCO. The postholder will contribute to 
pupils’ academic progress, emotional wellbeing and personal development in a safe, inclusive and 
nurturing environment. 

Duties and responsibilities 

Teaching and Learning 

• Support the school’s vision, values and commitment to high-quality education for all pupils  
• Work with individuals and groups to promote independence and maximise learning across the 

curriculum  
• Deliver high-quality targeted interventions for individuals and small groups  
• Support pupils to achieve their individual targets in reading, writing and mathematics  
• Prepare and adapt resources to meet the needs of all learners  
• Support pupils’ emotional regulation, resilience and engagement in learning  
• Promote consistently high expectations of behaviour in line with the school’s therapeutic 

approach 
 
SEND and Inclusion 
 

• Support pupils with SEND (including ASD and SEMH) to access learning and make progress 
• Implement personalised strategies and programmes under the direction of the SENCO and class 

teacher 
• Contribute to the planning, delivery and review of EHCP targets and individual support plans 
• Monitor and record pupil progress, providing clear and timely feedback to staff 
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• Contribute to meetings such as Annual Reviews where required 
 
Supporting the Class Teacher 
 

• Provide regular feedback on pupil progress and engagement 
• Assist with assessment and record keeping 
• Support communication with parents/carers under teacher guidance 
• Accompany pupils on educational visits, taking responsibility for assigned groups 
• Contribute to a well-organised, stimulating and safe learning environment 

 
Pupil Welfare and Safeguarding 
 

• Promote and safeguard the welfare of all pupils in line with statutory guidance and school 
policies 

• Be vigilant and report any safeguarding or welfare concerns promptly 
• Promote inclusion, equality and respect for diversity 
• Support pupils’ social development, including during unstructured times 

 
Wider School Contribution 
 

• To ensure the smooth running of lunchtimes; helping to set up the lunch hall, supervising the 
children eat and helping clear up the lunch hall and playgrounds 

• Supervise pupils during break and lunchtimes, actively engaging in positive play 
• Support extra-curricular activities, including leading or assisting with clubs 
• Contribute to the organisation of resources in a curriculum area 
• Attend training, staff meetings and professional development opportunities 
• Administer first aid where required (training provided if necessary) 
• Ensure the health and safety of the children; promptly report concerns and details of 

accidents/incidents as necessary 
• Undertake any other reasonable duties as directed by the Headteacher 

 
Additional Responsibilities 
 

• Maintain confidentiality and adhere to GDPR requirements 
• Uphold professional standards and the school’s staff code of conduct 
• Contribute positively to the wider life of the school 

 

The Teaching Assistant will be required to safeguard and promote the welfare of children and young 
people and follow school policies and the staff code of conduct. 

 

Please note that this job description is illustrative of the general nature and level of responsibility of the 
role. It is not a comprehensive list of all tasks that the Teaching Assistant will carry out. The post holder 
may be required to do other duties appropriate to the level of the role, as directed by the Headteacher. 
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Person Specification 

Qualifications and training 

 Criteria Essential Desirable 

  NVQ Level 2 / CACHE Level 2 Certificate or equivalent or relevant 
experience 
 

  

  Good standard of general education e.g. GCSE English, Mathematics 
and Science 
 

  

  Relevant Level 3 qualification   

  Training in SEND, safeguarding or behaviour support   

Experience 

 Criteria Essential Desirable 

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

  

  Experience of supporting children with a range of special educational 
needs 

  

  Experience delivering effective interventions and small group support 
 

  

  Experience maintaining records and tracking pupil progress 
 

  

  Experience communicating effectively with a range of stakeholders 
 

  
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Knowledge and understanding   

 Criteria Essential Desirable 

  Knowledge of the national curriculum   

  Knowledge of child development and learning processes   

  Awareness of strategies to support pupils with additional needs   

  Knowledge of some of the emotional, behavioural and social difficulties 
that may create barriers to learning. 

  

  Understanding of safeguarding, behaviour and inclusion in a school 
setting 

  

  Basic knowledge of IT to effectively support children   

Skills and abilities 

 Criteria Essential Desirable 

  An ability to develop positive relationships with children, valuing their 
diversity, to enhance their learning and social development 

  

  Excellent communication and interpersonal skills   

  Proven written and oral communication skills   

  Good literacy and numeracy skills to support learning   

  Skilled in questioning to deepen pupil understanding   

  Ability to work effectively both independently and as part of a team   

  The ability to work with a range of professionals from external agencies   

  Ability to remain calm, patient and solution-focused in challenging 
situations 

  

  Ability to support and engage reluctant learners   

Personal qualities 

 Criteria Essential Desirable 

  A commitment to uphold the school’s vision, values and staff code of 
conduct 

  

  Warm, caring and child-centred approach 
 

  
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  Flexible, proactive, positive and adaptable 
 

  

  High expectations of pupils’ achievement and behaviour 
 

  

  A commitment to becoming familiar with and applying whole school 
policies, procedures and standards and be willing to implement them in 
a consistent manner 

  

  Commitment to professional development 
 

  

 
The Circle Trust is committed to safeguarding and promoting the welfare of children and young people and expects 
all staff and volunteers to share this commitment.  Our recruitment process follows the keeping children safe in 
education guidance and offers of employment may be subject to the checks outlined in this guidance. 
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