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JOB DESCRIPTION

Job Title: Specialist Teaching Assistant –  (18 hours per week)
Directorate & Section/Unit: Children’s Services – Medical Education Team
Reporting to:  Senior Teacher   
Responsible for:  
Salary Grade: TA3 + SEN  	
DMA Management Level:  Frontline staff
DMA Span of Control (Direct Reports):  N/A
Our People Values:
To uphold and act in accordance with Worcestershire County Council's values:
· Customer Focus 	               - Ensure delivery of a high-quality service which meets the needs of     
                 customers
· Can Do Culture  	               - Be proactive to achieve excellence, finding solutions and creative   
                 ways of working
· Freedom within Boundaries - Make constructive change through cohesive decision making,                
      ensuring services are responsive.

Purpose of job: 	
To be responsible under the direction of the Senior Teacher, to support in liaison with teachers in the medical education team, the attendance and education of students that attend the medical education team. To support pupils with special educational needs (SEN) in accessing learning, development, and wellbeing opportunities. The Teaching Assistant will work under the direction of teaching staff to provide academic, social, emotional, and pastoral support tailored to individual needs.


Main Activities & Responsibilities:
To assist at an appropriate level and be involved in all areas of the curriculum including:

Key Responsibilities

1. Support for Pupils
· Provide 1:1 and small group academic and pastoral support for pupils with a range of educational needs, including learning, communication, and medical needs, including online support
· Assist pupils in accessing the curriculum and engaging in learning activities
· Support pupils with emotional regulation and social interaction
· Promote independence, confidence, and self-esteem
· Implement individual education plans (IEPs), EHCP targets, and PEP plans
· Morning & afternoon meet & greet/ supervised dismissal 

· Attendance monitoring calls to parents

· Exam admin/ support  

· Unit diary management, inc. PSHE/Guest speakers/ vaccinations/ Events calendar 

· Fire Drills Registers 

· Social time/ out of class offer 

· Displays (H&S/ Safeguarding/Who’s who?) 

· Stationary management

· First Aid box management 

· 1:1 check in with pupils – to collate Pupil voice for PEPs

· Support small groups independently



2. Support for Teaching and Learning
· Support the delivery of lessons under the guidance of the teacher
· Prepare and adapt learning resources to meet pupils’ needs
· Provide feedback to teachers on pupil engagement and achievement
· Support pupils in developing communication, literacy, and numeracy skills

3. Behaviour and Wellbeing
· Promote positive ethos 
· Support pupils’ mental health and emotional wellbeing
· Build positive, trusting relationships with pupils

4. School Environment and Organisation
· Assist with classroom organisation and preparation
· Supervise pupils during break times, transitions, and off-site activities
· Support classroom routines and structure
· Contribute to a safe, inclusive, and supportive learning environment

5. Communication and Partnership
· Work collaboratively with teachers and other professionals
· Communicate effectively with parents/carers where appropriate
· Contribute to meetings and reviews (e.g. PEP meetings)
· Maintain accurate records in line with school procedures

6. Safeguarding and Compliance
· Follow safeguarding and child protection procedures at all times
· Maintain confidentiality and professionalism
· Adhere to health & safety policies and risk assessments

	

Generic Accountabilities:	


· To maintain personal and professional development to meet the changing demands of the job, participate in appropriate training activities and encourage and support staff in their development and training

· To undertake other such duties, training and/or hours of work as may be reasonably required and which are consistent with the general level of responsibility of this job

· To undertake health and safety duties commensurate with the job and/or as detailed in the Directorate’s Health and Safety Policy

· The duties described in this job description must be carried out in a manner which promotes equality of opportunity, dignity and due respect for all employees and service users and is consistent with the Council’s Equality and Diversity Policy


Contacts:

     In all contacts the post holder will be required to present a good image of the Directorate and the County Council as well as maintaining constructive relationships.

Internal: Elected Members, Directors, Assistant Directors, senior managers, management teams, managers and staff across all Directorates, project staff, governors, headteachers, teachers, support and other school-based staff       

External: District & County Councils, Government agencies and departments, healthcare professionals, PCT, Police, Fire, Probation Service, educational settings, suppliers, contractors, service providers, 
statutory and voluntary organisations, service users, clients, customers, parents and pupils, members of the public, volunteers       


Additional Information:	


· The Council reserves the right to alter the content of this job description, after consultation to reflect changes to the job or services provided, without altering the general character or level of responsibility

· Reasonable adjustments will be considered as required by the Equality Act.
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* WCC is aiming towards a 5-level management organisational structure with level 5 being the Chief Executive. 
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PERSON SPECIFICATION


Job Title: Teaching Assistant – The Medical Education Team
Directorate & Section/Unit: Children’s Services – Medical Education Team

Salary Grade: TA3 + SEN

KNOWLEDGE, SKILLS AND ABILITIES:

It is essential that the post holder has:

Qualifications and Experience

· To possess GCSE English and Mathematics at Grade A*- C, or GCSE Level 4 - 9, or a Level 2 qualification in Literacy and Numeracy 
· To possess a relevant NQF/QCF Level 3 qualification
· To possess or be willing to work towards a full or emergency First Aid certificate within 3 months of starting work.
· Considerable previous experience of working with SEND pupils
· Experience of supporting pupils with physical and mental health needs
· Knowledge of current documentation and best practice within the specialist area

Skills and Knowledge

· Experience of working with children at a relevant age and/or learning need within an education setting.
· Experience of differentiating activities and selecting and developing resources to meet individual’s learning needs or group learning programmes.
· Experience of working effectively within a team environment and building effective working relationships with pupils and colleagues.
· Experience of working within the MET’s ethos and supporting the aims of the MET.
· Experience of providing clerical/administrative support.
· Experience of effectively using ICT technology to advance learning, eg: computer, photocopier, interactive whiteboard.
· Understanding and working knowledge of principles of child development, learning styles and independent learning.
· Understanding and working knowledge of national curriculum and other learning programmes (within specified age range/subject area) e.g. knowledge of core subject areas.
· Full working knowledge of relevant policies/codes of practice/legislation. 
· Knowledge of the MET and its setting/community.
· Interpersonal skills and the ability to communicate effectively and sensitively with children, young people and colleagues.
· Ability and commitment to work collaboratively and co-operatively with colleagues.
· The ability to organise and manage learning activities in ways which keep children safe.
· The ability to promote a positive ethos, actively encourage and motivate children to advance their learning. 
· Creative skills and resourcefulness to develop and adapt learning activities to meet different objectives.
· Able to demonstrate a commitment to improving own knowledge and practice.
· Understanding of safeguarding responsibilities
· Ability to adapt to individual needs and changing situations



It is desirable that the post holder has: 

• Good time management skills
• Diplomacy
• Reliability
• Ability to remain calm under pressure
• Awareness of the issues around confidentiality
• A commitment to the inclusion of children with additional needs in mainstream settings
• Additional specialist relevant qualifications and/or training in a related area.
• Training in safeguarding.
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