
                    Teaching Assistant 

Job Description and Person Specification 

Progress Schools 

--------------------------------------------------------------------------------------------------------------- 

JOB TITLE: Teaching Assistant  

SCHOOLS:    

• Buckinghamshire   High Wycombe 

• Staffordshire   Wolverhampton  

• Cumbria   Carlisle 

• Staffordshire   Wolverhampton 

• Redcar & Cleveland  Tees Valley 

• Northamptonshire   Northampton & Thrapston 

• Merseyside   The Hive, Hamilton Square & Liverpool 

• Greater Manchester  Wigan, Lilford, Gorton & Stockport 
 

REPORTS TO:  Head of School / Headteacher 

---------------------------------------------------------------------------------------------------------------  

PURPOSE: 

• To work with children as part of a team under the overall direction of the Head 

of School/Headteacher who will be responsible for the policy and educational 

programme and for matters of control and discipline within the appropriate 

policies.  

• To foster the participation of pupils in the social and academic processes of the 

school by recognising individual pupils’ needs and identifying and implementing 

appropriate responses. 

• Working independently in accordance with guidelines, to encourage pupils to 

become more independent learners and help to raise the standard of 

achievement and attainment for all pupils.  

• To develop, plan, deliver and review learning activities for individuals and groups 

of pupils in accordance with best practice and national guidelines. 

• To take responsibility for the planning and delivery of specified packages of work 

such as lesson planning, assessment, or reporting. 

• To carry out specified duties with individuals, groups, or classes under the 

direction of a qualified teacher in accordance with The Education (Specified 

Work & Registration) (England) Regulations 2003. 

ABOUT PROGRESS SCHOOLS: 

Progress Schools are a multi sited company with each school registered separately with the 

Department for Education as an Independent School. We specialise in teaching students who 

may present challenging behaviours or are not suited to mainstream education. We offer an 



alternative curriculum to meet the needs of each student on an individual basis. Our core 

values are. 

• Positivity 

• Responsibility 

• One team 

• Growth 

• Respectful 

• Exceptional 

• Supportive 

• Stable 

MAIN AREAS OF RESPONSIBILITY: 

Students within Progress Schools are usually divided into: 

• Key Stage 3 – Year 7 - Year 9 (age 11-14). 

• Key Stage 4 – Years 10 and 11 (ages 14-16). 

Staff within Progress Schools are usually divided into: - 

• Teachers / Tutors 

• Teaching Assistants / Mentors / Administrators / Education Welfare & 
Attendance Officers 

Tasks are broadly the same for all Progress Schools Teaching Assistants and include: 

The following duties and responsibilities are developed from the Supporting Teaching and 
Learning National Occupational standards (STL NOS) 
 
KEY DUTIES 

• Through effective learning strategies, support all pupils to participate in 
learning activities. This will involve being aware of pupils’ needs, using 
appropriate equipment and materials and modifying resources as necessary to 
support pupils to participate and progress.  (STL40) 

• Contribute to the planning and evaluation of teaching and learning activities by 

being clear of own role in delivery, sharing realistic ideas, offering constructive 
suggestions, and giving feedback where appropriate. (STL24) 

• Support pupils by having an awareness of individual needs, learning targets, and 
the relevant support required to assist pupils’ development, offering 
encouragement and feedback where appropriate. (STL6)   

• Contribute to the implementation of an effective behaviour management 
strategy, applying it fairly and consistently within clear boundaries and 
reinforcing positive aspects of behaviour. (STL37) 

• Provide literacy and numeracy support to individuals and groups to enable them 
to access the wider curriculum, whilst monitoring progress and dealing with 
challenges as they arise. (STL33) 

• Hold responsibility for a specialist area within school for which you will lead, 
keep abreast of developments, and provide whole school staff training etc. 
(STL64) 

 



SPECIFIED WORK  
• Post holder must also carry out specified work to assist or support the work of a 

qualified teacher in a school. This is an ongoing and regular requirement of the 
post and is an integral element of the role at this level.  

• Specified work includes: 
o Support planning and preparing lessons and courses for pupils. 

o Supporting delivering lessons to pupils. This includes delivery via distance 
learning or computer aided techniques. 

o Support the assessing, development, progress, and attainment of pupils.  
o Support reporting on the development, progress, and attainment of pupils.  

 
SUPPORT FOR THE PUPIL 

• Support learning activities for all pupils, being aware of stages of development, 
individual needs and giving positive encouragement and feedback to ensure 
pupils are reaching their full potential.  The learning activities may be for 
individual pupils, groups of pupils, or the whole class and may be delivered in 
the above of the teacher, e.g., when providing cover supervision or working 

with pupils outside of the classroom. (STL18)  
• Give care and support for pupils by providing a safe and secure environment, 

responding to accidents, emergencies and following procedures where 
appropriate. (STL3)  

• Contribute to the safeguarding of all pupils by having an awareness of signs of 
abuse, an understanding of relevant procedure and protocol and ensuring any 
concerns are addressed in a calm and sensitive manner. (STL3) 

• Establish and maintain positive relationships with pupils by communicating 
effectively, allowing them to feel valued and listened to, encouraging questions 
and ideas. (STL20)  

• Support children and young people through transitions that occur in their lives, 

enabling them to manage them in a positive manner. (STL49) 
• Contribute to the personal and intimate care of pupils. 
• Support pupils with behaviour, emotional and social development needs and 

report any issues to the appropriate senior member of staff (STL41) 
• Provide support to pupils with sensory and/or physical needs to enable them to 

maximise learning (STL 42) 
• Provide support to pupils where English is not their first language (STL35 & 36) 
• Support learning activities for gifted and talented pupils (STL 34) 
• Support pupils in a specialist area e.g., ICT, Literacy, Numeracy (STL 28) 

 
SUPPORT FOR THE TEACHER 

• To assist with writing and monitoring pupil plans reviewing and implementing 
interventions enabling pupils to understand and meet their targets.   (STL39, 
STL40, STL41, STL55) 

• Support with the delivery of learning activities in the absence of the teacher, 
e.g., when providing cover supervision or working with pupils outside of the 
classroom. (STL18) 

• Contribute to maintaining accurate pupil records, following relevant procedure, 
and always ensuring confidentiality. (STL 55) 

• Working alongside the class teacher, ensure the learning environment, learning 
resources and materials are ready for use in activities whilst recognising and 
minimising potential hazards and adjusting where necessary. (STL31) 

• Develop positive relationships with families, taking a partnership approach so 

that support is provided both at the school and at home and sharing 
information where appropriate. (STL 52) 



• Escort and supervise pupils on educational visits and out of school activities 
(STL59) 

 
SUPPORT FOR THE CURRICULUM 

• Prepare and effectively use ICT within the classroom environment to support 
and promote pupils learning in ways that are stimulating and enjoyable for 

pupils according to age, needs and abilities.  (STL 8) 
 
SUPPORT FOR THE SCHOOL 

• Develop and maintain effective working relationships with other practitioners, 
drawing on their strengths and expertise to best support teaching and learning. 
(STL62) 

• Willingness to keep up to date with professional practice by maintaining an up-
to-date understanding of the requirements of the role and individual 
responsibilities. (STL1) 

 
N.B. The STLs in this job description are relevant to the core duties and responsibilities of 

a Teaching Assistant at this level.  These may be used in conjunction with the full range of 
National Occupational Standards for Supporting Teaching and Learning in Schools at Level 
3 which also includes further details of the performance elements attached to the 
standards listed. 

 
 

Additional Information 

Whilst every effort has been made to explain the main duties and responsibilities of the 
post, each individual task undertaken may not be identified. 
Employees will be expected to comply with any reasonable request from a manager to 
undertake work of a similar level that is not specified in this job description. 

The job holder is required to contribute to and support the overall aims and ethos of the 

company. All staff are required to participate in training and other learning activities and 

performance management and development as required by the Company’s policies and 

practices. 

The duties and responsibilities listed above describe the post as it is at present. The post 

holder is expected to accept reasonable alterations that may from time to time be 

necessary and to undertake other duties appropriate to the post that may reasonably be 

required from time to time. 

This post will bring the job holder into contact with company confidential information 

relating to students and staff. The job holder must therefore be aware of the confidential 

nature of the issues and always maintain absolute confidence. 

SALARY AND CONDITIONS 

• 39 weeks of the year are allocated for teaching. 

• Progress Schools Pay Scale  

• 39 weeks of the year are allocated for teaching  

• Parents' evenings, preparation for Office for Standards in Education, Children's 

Services and Skills (Ofsted) inspections, breakfast and after-school clubs, and 

sport, drama and field trips are expected 

http://www.ofsted.gov.uk/
http://www.ofsted.gov.uk/


• TA’s have 13 weeks per year not teaching and it is expected that teachers use 

this time to work on marking, planning, and preparation in addition to personal 

holiday time. 

• Trips with students or staff development opportunities may occasionally 

involve staying away from home and/or overseas travel. 

PERSON SPECIFICATION 

ATTRIBUTES ESSENTIAL CRITERIA DESIRABLE CRITERIA 

Education and 

Qualifications 

 

Hold a recognised qualification as 
listed below 
 
Knowledge and understanding of 
the statutory framework in subject 
areas and phases supported.  
 
Knowledge of National Curriculum 

and how this is applied to 
planning, preparation, and delivery 
of learning activities. 
 
Knowledge and understanding of 
pupil assessment, progress, 
evaluation and reporting of 
attainment.  
 
Knowledge of stages of child 
development and individual needs.  

 
Knowledge of appropriate 
behaviour management practices 
 
Knowledge of Health and Safety 
and safeguarding policies, 
procedures, and protocol.  
 
Knowledge of Teaching Assistants 
contribution to raising standards by 
promoting independent learning 

Other relevant professional 

qualification (AF) 

Evidence of continuous 

professional development and 

commitment to further 

professional development (AF) 

 

Experience Experience of working within an 
education setting or equivalent.  
 
Direct experience of raising pupil 
attainment through personal 
intervention  
 
Experience of planning and 
delivering learning activities for 
group and individual need. 
 

Evidence of work with children and 
young people, including children 

To have good curriculum 

knowledge across the key stages 

relevant to this school (AF) 

the preparation and 
administration of statutory 
examinations. (AF) 
 
the links between schools, 

especially partner schools. (AF) 

 

 



with disabilities/special needs and 
from a range of backgrounds.  
Relevant experience of building 
positive relationships with all 
stakeholders.  
 

Ability to innovatively use of 
resources and materials including 
ICT software and equipment 
 
Understanding the role of 
parents/carers and the wider 
community in education. 

Ability and 

Skills 

 

Well-developed communication 
skills, both orally and in writing 
 
Ability to contribute to the 

management of pupil behaviour 
 
Ability to establish positive 
relationships with pupils, families, 
and colleagues 
 
Understanding and awareness of 

individual needs and ability to 

adjust communication methods 

accordingly. 

Ability to plan, prepare and deliver 

a lesson under direction from the 

teacher. 

Ability to implement programmes 
planned with colleagues and/or 

other professionals. 
 
Ability to assist with transition 
between phases both inside and 
outside school 
 
Ability to organise classroom 
resources and maintain pupil 
records. 

Develop strategies for creating 
community links. (AF) 

Personal 
characteristics 

Approachable 
Committed 

Empathetic 
Enthusiastic 
Organised 
Patient 
Resourceful 
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