
June  2024 

JOB DESCRIPTION 

School Marshland High School part of West Norfolk Academies Trust 

Job Title Teaching Assistant (APSA) 

Grade 
Support Scale C 4, £11.98/hour, £14,710.00 Approx per annum  
(£23,114 Full Time Equivalent) 
Pay award pending 

Hours/weeks 27.5 hours/week, 39 weeks/year (term time +1) 

Responsible to SENCO 

Working With 
Designated pupil/pupils 
SENCO 

Pastoral Support Officer 
Subject Teachers 

 
We are seeking to appoint a motivated and dedicated Teaching Assistant to join our friendly team.  

If you want to join a school where the learning environment enables every young person to feel 

happy, safe and valued, enabling them to achieve their best and you believe that all students, 

regardless of their personal circumstances can excel, then we want to hear from you. 

You will need to have good communication and interpersonal skills, have the ability to set high 

expectations in order to motivate and inspire and a real commitment to achieving the very highest of 

standards. 

We are an inclusive school community, dedicated to the needs of the individual.   A community 
where we strive each day to promote and develop our core values of Respect, Responsibility, 
Kindness, Honesty and Perseverance – laying the foundations for a lifetime of enjoyment and 
happiness. 
 

Purpose of the Job  

To work with teachers to raise the learning and attainment of pupils while also promoting their 
independence, self-esteem and social inclusion. Provide support to pupils so that they can access the 
curriculum, participate in learning and experience a sense of achievement. 

To manage the provision of support for students with special educational needs implementing the 
strategies and advice included in the pupil’s Education, Health and Care Plan or Learning Profile and 
contribute to termly and annual reviews.  
 

Responsibilities 

Personal and professional conduct 

Teaching assistants should uphold public trust in the education profession by: 

• Having proper and professional regard for the ethos, policies and practices of the school in 

which they work as professional members of staff. 

• Demonstrating positive attitudes, values and behaviours to develop and sustain effective 

relationships with the school community. 

• Having regard for the need to safeguard pupils’ wellbeing by following relevant statutory 

guidance along with school policies and practice. 

• Upholding values consistent with those required from teachers by respecting individual 

differences and cultural diversity. 
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• Committing to improve their own practice through self-evaluation and awareness. 

 

Knowledge and understanding 

Teaching assistants are expected to: 

• Acquire the appropriate skills, qualifications, and/or experience required for the teaching 

assistant role, with support from the school employer. 

• Demonstrate expertise and skills in understanding the needs of all pupils (including specialist 

expertise as appropriate) and know how to adapt and deliver support to meet individual 

needs. 

• Share responsibility for ensuring that their own knowledge and understanding is relevant 

and up to date by reflecting on their own practice, liaising with school leaders and accessing 

relevant professional development to improve personal effectiveness. 

• Demonstrate a level of subject and curriculum knowledge relevant to their role and apply 

this effectively in supporting teachers and pupils. 

• Understand their roles and responsibilities within the classroom and whole school context 

recognising that these may extend beyond a direct support role. 

• Be aware of, and comply with, policies and procedures relating to child protection, health 

including positive mental health, safety and security, confidentiality, data protection, 

intimate care and SEN code of practice 2014 reporting all concerns to an appropriate person. 

Teaching and learning 

Teaching assistants are expected to: 

• Demonstrate an informed and efficient approach to teaching and learning by adopting 

relevant strategies to support the work of the teacher and increase achievement of all pupils 

including, where appropriate, those with special educational needs and disabilities. 

• Promote, support and facilitate inclusion by encouraging participation of all pupils in 

learning and extracurricular activities. 

• Use effective behaviour management strategies consistently in line with the school’s policy 

and procedures. 

• Contribute to effective assessment and planning by supporting the monitoring, recording 

and reporting of pupil progress as appropriate to the level of the role. 

• Communicate effectively and sensitively with pupils to adapt to their needs and support 

their learning. 

• Maintain a stimulating and safe learning environment by organising and managing physical 

teaching space and resources. 

Working with others 

Teaching assistants are expected to: 

• Recognise and respect the role and contribution of other professionals, parents and carers 

by liaising effectively and working in partnership with them. 

• With the class teacher, keep other professionals accurately informed of progress or concerns 

they may have about the pupils they work with. 

• Understand their responsibility to share knowledge to inform planning and decision making. 

• Understand their role in order to be able to work collaboratively with classroom teachers 

and other colleagues, including specialist advisory teachers. 
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• Communicate their knowledge and understanding of pupils to other school staff and 

education, health and social care professionals, so that informed decision making can take 

place on intervention and provision 

• Job context and flexibility 

• The duties and responsibilities listed in this job description provide a summary of the main 

aspects of the role.   This is not an exhaustive list and the post holder may be required to 

carry out other tasks, as deemed appropriate to the grade and nature of the post. 

• This job description is current at the date indicated below but, in consultation with the post 

holder, it may be changed by the Headteacher to reflect or anticipate changes in the post 

commensurate with the grade or job title.  

• Due to the routine of the school, the workload may not be evenly spread throughout the 

year.  Flexibility of hours, and a flexible attitude and willingness to assist others in the team, 

when required is necessary.  

• West Norfolk Academies Trust is committed to safeguarding and promoting the welfare of 

children and young people, therefore appointments are subject to satisfactory references 

and an enhanced DBS check with barred list.  Shortlisted candidates will be subject to an 

online search.  

• This post is exempt from the Rehabilitation of Offenders Act 1974 but Exceptions Order 

may apply. 

 



PERSON SPECIFICATION 
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Qualifications Essential Desirable How assessed 

GCSE English   

Appl/Int GCSE Maths   

Level 2 IT qualification   
 

Experience Essential Desirable How assessed 

Experience of working with young people    
Appl/Int/Ref 

Experience of working in a team   
 

Skills, Attributes and Knowledge Essential Desirable How assessed 

Good literacy and numeracy skills   

 
Appl/Int 

Good organisational skills   

Ability to build effective working relationships with pupils 
and adults 

  

Skills and expertise in understanding the needs of all pupils   

Knowledge of how to adapt and deliver support and 
resources to meet individual student needs 

  

Subject and curriculum knowledge relevant to the role, and 
ability to apply this effectively in supporting teachers and 
pupils 

  

Excellent verbal communication and active listening skills   

The ability to remain calm in stressful situations and work 
effectively under pressure 

  

Knowledge of guidance and requirements around 
safeguarding children 

  

Good ICT skills, particularly using ICT to support learning   

Skills and knowledge to deal with student safety and 
behaviour 

  

Commitment to continued personal development   
 

Personal qualities Essential Desirable How assessed 

Positive attitude to work   

 
Appl/Int/Ref 

Supporting positive mental health within the school   

Ambition for self and others   

Genuine concern for others                

Decisive, determined and self-confident   

Integrity, trustworthy, honest and open   

Accessible and approachable   

Excellent interpersonal skills   

Commitment to equal opportunities   

 

Appl = Application form Int = Interview Ref = Reference 
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Job context and flexibility 

The duties and responsibilities listed in this job description provide a summary of the main aspects 

of the role.   This is not an exhaustive list and the post holder may be required to carry out other 

tasks, as deemed appropriate to the grade and nature of the post. 

This job description is current at the date indicated below but, in consultation with the post holder, 

it may be changed by the Headteacher to reflect or anticipate changes in the post commensurate 

with the grade or job title.  

Due to the routine of the school, the workload may not be evenly spread throughout the year.  

Flexibility of hours, and a flexible attitude and willingness to assist others in the team, when 

required is necessary. 

The post holder will have a shared responsibility for the safeguarding of all children and young people. 

The post holder has an implicit duty to promote the welfare of all children and young people. 

The Trust is committed to safeguarding and promoting the welfare of children and young people and 

expects all staff and volunteers to share in this commitment. All staff will be subject to an enhanced 

DBS (Disclosure and Barring Service) check. 

 


