Job Description

Directorate
:
Children’s Services
Location
:
Mountjoy School
Job Title
:
Apprentice Teaching Assistant
Job Ref
:
AP2012
Grade
:
Apprentice 
Reports to (designation)
:
Headteacher
1. Job Purpose

To develop competence in a wide range of tasks and to meet National Occupational Standards of performance. 
Support the supervision of pupils during the school teaching periods and the midday sessional break within the school, including both indoor and outdoors areas, ensuring a safe environment is maintained at all times.

To assist the Headteacher and teachers in the implementation of a programme of work and in the provision of a stable, caring and supportive learning environment, which enables pupils to achieve their full learning potential and facilitates their personal, social and moral development.

Typically there will be some requirement to work with pupils, either individually or in groups, who have special educational needs, learning difficulty, disability, or exhibit occasional behavioural problems.  
2. Job Duties and Responsibilities 

The apprenticeship scheme has two major aims:-

(i) To develop competence in a range of occupational skills, to meet National Occupational Standards 

(ii) To develop and reinforce vocational employability skills and technical knowledge to a minimum of the Apprenticeship Framework requirements.

Objectives which the apprentices will be expected to achieve include:-

(iii) To work effectively in a team including liaising appropriately with others, meeting deadlines, following supervisor's instructions.
(iv) To communicate effectively as required by the placement including using the telephone, e-mail, in writing and face to face, following Mountjoy School’s policies and procedures.

(v) To use computer systems effectively as required by the placement 

(vi) To use equipment safely and effectively, as required by the placement
(vii) To manage manual and computerised records securely and effectively as applicable
(viii) To demonstrate a commitment to developing personal skills in accordance with the apprenticeship framework.

(ix) To meet deadlines associated to progression throughout the full apprenticeship period.

(x) To manage workloads, tasks and responsibilities effectively.

(xi) To complete assignments/projects which relate to the apprenticeship framework, meeting target dates.

(xii) To liaise effectively with the Apprenticeship Team, Training Provider and workplace manager in relation to progress reviews, performance advice and to respond to advice given.

(xiii) To participate effectively in training activities including workshops, individual coaching sessions and courses.

(xiv) To meet the commitment to present evidence portfolios, units for assessment and assignment/project material by home study of up to 5 hours per week.

(xv) To meet prescribed targets identified in the individual training plans.

(xvi) Promoting and safeguarding the welfare of children and young people in accordance with the school’s safeguarding and child protection policy.
3. Knowledge and Skills

To demonstrate a strong commitment to own learning and development in related vocational area.  

To demonstrate a clear potential to meet the National Occupational Standards
4. Resources (job holder's responsibility for physical and financial resources)

Books, stationery, writing equipment

ICT and AVA equipment
5. Working Environment

Most of the working day is spent standing, with periods of crouching / bending to engage pupils in activities.

There may be occasional unpleasant conditions relating to pupils’ personal hygiene needs.

A school environment, although the post holder may be involved in external school activities, such as swimming and educational visits..
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