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JOB DESCRIPTION 

School: Springwood High School part of West Norfolk Academies Trust 

Job Title: Apprentice Teaching Assistant 

Grade: 
Apprenticeship wage - £6.40/hour  
Salary approx. £10,573 

Hours/weeks: 
37 hrs/week, 39 weeks/year (term time +1) 
This includes study time 

Responsible to: 
Headteacher 
Trust SENCO 
 

Working With: 

The Headteacher 
Members of the senior leadership team (SLT) 
Pupils 
Classroom Teacher 
College Mentor 

 
How to Apply 

Please visit:  https://cwa.ac.uk/apprenticeships-vacancies/10307-apprentice-teaching-assistant 

Purpose of the Job  

As an apprentice Teaching Assistant, you will 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.  

You will need to have good communication and interpersonal skills, the belief that all students, 

regardless of their personal circumstances can excel and the ability to set high expectations in order 

to motivate and inspire. 

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. 

 

Training Provided (with College of West Anglia) 

Standard Level 3 in Teaching Assistant - Duration 21 months 

All in house training, mentor and college assessment as per apprenticeship outline. Teaching Assistant 

Level 3 Standard portfolio of evidence of: 

 Knowledge 

 Skills 

 Behaviours 

The End Point Assessment (EPA) consists of two distinct assessment methods: 

 Practical observation with questions and answers 

 Professional discussion supported by portfolio of evidence 

 Workshops at college 

Functional Skills level 2 in Maths and English if required, one day a week for 6 weeks for each subject 

with an exam at the end. 

17 Workshops at King’s Lynn campus.  

Training in school covers: 

 Child Protection/Prevent 

 Health and Safety 

 Moving and Handling (if applicable) 

Other specialist training around specific types of educational needs dependent on the children you 
are working with 

 
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. 

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

and young people and the post holder will share this responsibility, therefore appointments are 

subject to satisfactory references and an enhanced DBS check with barred list.  Shortlisted candidates 

will be subject to an online search.  
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This post is exempt from the Rehabilitation of Offenders Act 1974 but Exceptions Order may apply. 

Where the post holder has a budgetary responsibility, it is a requirement of the role to work within         

the Academy’s financial regulations 

 

PERSON SPECIFICATION 

Qualifications Essential Desirable 
How 

assessed 

Level 2 English   

Appl/Int Level 2 Maths   

Level 2 ICT   
 

Skills Essential Desirable 
How 

assessed 

Good literacy and numeracy skills   

Appl/Int/Ref 

Good organisational skills   

Ability to build effective working relationships with pupils and 
adults 

  

Excellent verbal communication and active listening skills   

The ability to remain calm in stressful situations and work 

effectively under pressure 
  

Good ICT skills, particularly using ICT to support learning   

Commitment to continued personal development   

Ability to focus on standards and the belief that all students can 
succeed given the right opportunity and support 

  

Knowledge of guidance and requirements around safeguarding 
children 

  

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

  

Ability to adapt resources to meet individual student needs   

Skills and knowledge to deal with student safety and behaviour   

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 

  
 
 

Personal qualities Essential Desirable 
How 

assessed 

Positive attitude to work     
 
 
 

Appl/Int/Ref 

Ambition for self and others    

Genuine concern for others                 

Decisive, determined, and self-confident    
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Integrity, trustworthy, honest and open    

Accessible and approachable    

Excellent attendance and punctuality    

Excellent interpersonal skills    

Appl = Application form Int = Interview Ref = Reference 
 


