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HLTA Job Description & Person Specification
This school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.
This job description may be amended at any time following discussion between the Head Teacher and member of staff and will be reviewed annually.

Main Duties
 Planning
· Develop and prepare resources for learning activities in accordance with lesson plans and in response to pupil need. 
· Contribute to the planning of opportunities for pupils to learn in out-of-school contexts in line with schools policies and procedures. 
Teaching and Learning
· Support teaching and learning within the classroom.
· Within an agreed system of supervision and within a pre-determined lesson framework, teach whole classes. 
· Provide verbal and written feedback on lesson content, pupil responses to learning activities and pupil behaviour, to teachers and pupils. 
· Motivate and progress pupils’ learning by using clearly structured, interesting teaching and learning activities.  
· Ensure all pupils have equal access to opportunities to learn and develop. 
· Promote and support the inclusion of all pupils, including those with specific needs in all learning activities. 
· Use behaviour management strategies, in line with the school’s policy and procedures, to contribute to a purposeful learning environment and encourage pupils to interact and work co-operatively with others 
· Support the role of parents in pupils’ learning and contribute to/lead meetings with parents. 
· To provide constructive feedback to parents on pupil progress, achievement and behaviour, maintaining sensitivity and confidentiality at all times.
Monitoring and Assessment 
· With teachers evaluate pupils’ progress through a range of assessment activities.
· Support the teaching staff with reporting pupils’ progress and achievements at parents meetings which are usually held outside school hours. 
Mentoring, Supervision and Development 
· Assist teachers in offering mentoring support and guidance to other teaching assistants or students undertaking formal training. 
· Support and guide other less experienced teaching assistants’ work in the classroom when required and lead training for other teaching assistants. 
· Contribute to the overall ethos, work, aims of the school by attending relevant meetings and contributing to the development of policies and procedures within the school. 
· Participate in staff meetings and training days/events as requested.
 Behavioural and Pastoral 
· To promote the welfare of children and to support the school in safeguarding children though relevant policies and procedures. Establish a purposeful and safe learning environment which complies with current legal requirements, national policies and guidance on the safeguarding and well-being of children and young people so that learners feel secure and sufficiently confident to make an active contribution to learning and to the school. 
· Recognise and challenge any incidents of racism, bullying, harassment, victimisation and any form of abuse of equal opportunities, ensuring compliance with relevant school policies and procedures and making sure the individual/s involved understand it is unacceptable.
· Provide physical support and maintain personal equipment used by the children at the school. Administer medication as agreed. 
· Supervise pupils in the playground and plan and organise play time activities.
· Assist teachers by receiving instructions directly form professional or specialist support staff involved in the children’s education. These may include social workers, health visitors, language support staff, speech therapists, educational psychologists, and physiotherapists. 
Specific Responsibility
· To take a lead role in organising playground activities and organise School Playground Buddies.
· To take a lead role in liaison with sports coaches and engagement in sporting events outside of school.
· Deliver a sport After School Club one night per week.
Other
· To carry out the duties and responsibilities of the post, in accordance with the school’s Health and Safety Policy and relevant Health and Safety Guidance and Legislation. 
· To use information technology systems as required to carry out the duties of the post in the most efficient and effective manner
· To undertake other duties appropriate to the post that may reasonably be required from time to time.


Person Specification Higher Level Teaching Assistant
The person specification sets out the criteria to be used in determining whether an individual is likely to be able to undertake the duties in the job description.
D- Desirable   E – Essential Criteria 
EDUCATION & EXPERIENCE
1. Meet HLTA standards, have HLTA qualification or equivalent. E
2. Demonstrable levels of numeracy & literacy equivalent to GCSE (A-C) or NVQ Level 3. E 
3. Attend induction training; Intervention training as appropriate and training relevant to the post, including behaviour management and Child Protection training. E
4. Proven experience of working with children in an educational setting. E 
KNOWLEDGE & UNDERSTANDING 
5. Knowledge & understanding of the National Curriculum E
6. Understanding of behaviour management strategies. E
11. Understanding of First Aid procedures. D 
SKILLS 
12. Effective oral and written communication skills. E 
13. Excellent interpersonal skills both in working relationship with young pupils and in forming effective professional relationships with a wide range of contacts. E 
14. Good organisational and time management skills. E 
15. Good ICT skills to support learning and maintain electronic information systems. E 
ABILITIES 
16. Able to form and maintain appropriate professional relationships and boundaries with children and young people. E
18. Ability and willingness to work constructively as part of a team 
19. Ability to supervise pupils effectively both in and out of school in line with the school’s behaviour policy. 
20. Ability to organise the classroom activities e.g. preparing and setting out resources. E
22. Ability to deal with sensitive information in a confidential manner. 
23. Ability to help children and young people to transfer their learning to other parts of their lives. 
24. Ability to provide a good role model to young pupils. E 
25. Ability to work in partnership with parents and teachers. E 
26. Ability to use own initiative and work flexibly. E 
OTHER 
31. Willingness to attend school training sessions. E 
32. Empathy with young people facing barriers to their learning. E 
33. A commitment to helping young pupils achieve, through education and learning. 
34. An understanding of and a genuine commitment to Equal Opportunities
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