	JOB DESCRIPTION & PERSON SPECIFICATION  (JDPS)                           



	Job Title:  

	Classroom Assistant
	Job Evaluation         Reference Number:  
	AA3180

	Service:


	Education
	Grade:


	LGE4 (Term Time)

	Department/Section:


	Community Services
	Location:
	Variable

	Line Manager (post):

	Head of establishment

	Date JDPS was created / last reviewed / amended:
	6 November 2014


	Version of JDPS: 


	v.1

	This JDPS should be read in conjunction with:


	1. Core Training Requirements 
2. Service plan/team plan  
3. Argyll & Bute Council Competency Framework   
4. Managers guide to recruitment 
5. Job Evaluation process 


	Job Summary:   
To assist the head of establishment and staff to achieve delivery of the school improvement plan by contributing to: 

•
The quality of care and welfare of pupils

•
The effective organisation and use of resources

•
The quality of learning and teaching in the classroom

•
The needs of pupils in effectively accessing the curriculum


	Scope / Dimensions:  
Line management / staffing responsibility N/A
Budgetary responsibility: N/A
 

	Job Description:  Main Outcomes required  


	1.
	Planning:    

Support the head of establishment/teacher in delivering the school’s improvement plan by working in partnership with colleagues (within and outwith the service).  

Planning activities, under the guidance of the head of establishment/teacher, within the school that support the young people in their learning and best utilises the resources available and meets the needs of the school.  


	2.
	Service delivery:  
Ensure that a high quality service and best value are delivered to young people by ensuring that all agreed plans are implemented efficiently and effectively.  In particular, work under the direction and supervision of the head of establishment/teacher.

The postholder may be involved in the following tasks:-
Quality of care and welfare of pupils:

a. Encouraging good standards of pupil behaviour

b. Supervising non-teaching areas eg playgrounds, dining rooms

c. Supervising classes during “wet playtimes”

d. Escorting pupils within and outwith the premises

e. Providing comfort and care for minor accidents or ailments

Effective organisation and use of resources:

a. Organising and maintaining the stock of materials and distributing resources

b. Maintaining and cataloguing collections of resources e.g. libraries

c. Preparing classroom materials e.g. photocopying, making booklets

d. Making displays e.g. mounting examples of children’s work

e. Recording educational television and radio programmes

Support the quality of learning and teaching in the classroom:

a. Supporting children’s play activities e.g. by listening and talking with children, joining in activities etc.

b. Playing games which practise skills, encouraging sharing, turn taking and co-operation

c. Encouraging children’s oral language development through play, books, stories and personal interaction

d. Supporting literacy development by reading or telling stories

e. Supporting practical activities in the classroom

f. Supervising and supporting pupils while they undertake work set by a teacher

Support the needs of pupils in effectively accessing the curriculum:

a. Developing good teamwork with the class teacher and other staff who are supporting pupils

b. Preparing the classroom for aspects of the day’s work

c. Supporting pupils in paying attention, concentrating and staying on task

d. Supporting children working together to encourage teamwork and co-operation

e. Providing support to pupils in their classroom learning e.g. use of computers and general class activities

f. Helping with tasks where there are physical difficulties whilst encouraging independence and ensuring safety


	3.
	Financial control responsibilities:

As required within the school establishment, ensure any monies handled are properly logged and handed over to the responsible person in accordance with relevant procedures.


	4. 
	Quality Assurance:  
As instructed by the head of establishment/teacher, implement activities as a means of managing and monitoring the young person’s performance.



	5.
	Health & Safety:  
All employees must follow the Council’s health and safety policies, standards, systems and procedures and must follow any additional health and safety instructions required by their line management.  Employees who manage staff (and/or control workers from outside bodies) must ensure that they comply with the Council’s health and safety at work procedures and ensure that all workplace risks are assessed, suitable control measures are put in place and that these are communicated to the workforce in a way they understand.


	6.
	Other duties & responsibilities: 

Undertake other duties appropriate to this job and grade, and as required by the line manager and ensure appropriate outcomes are achieved.   



	Person Specification:  


	CRITERIA:     E = Essential              D = Desirable    


	Education and / or professional qualifications  

	E.1

D.1


	A minimum of 3 Standard Grades (Level 1, 2 or 3) or equivalent qualifications or experience.

Professional Development Award Classroom Assistant  

	Experience



	E.1

D.1
D.2
D.3
D.4
D.5
	Experience of working with and caring for young people in the 3-18 age group.

Experience of general cleaning and hygiene.

Experience of working in a school setting providing support for young people in classes and around the school.

Experience of administrative tasks in a school setting.

Experience of food handling and hygiene.

Experience of working as Additional Support Needs Assistant.

	Specific job-related knowledge  


	E.1

E.2

D.1

D.2
	Basic knowledge of child development. 

An awareness of the needs of young people.

Basic knowledge of modern office equipment.

Basic knowledge of First Aid.

	Any additional job-related requirements   



	E.1

E.2
	PVG Membership in relation to working with children

The jobholder will be expected to travel efficiently and effectively between various work locations within Argyll and Bute and beyond to meet the operational requirements of the Service. 



	Competencies   

	E.1
	Level 1

Personal Qualities (Competencies) that are essential at recruitment stage: 

Ability to prioritise tasks and work on own initiative
Excellent communication skills, written and verbal

Enthusiastic, motivated and the ability to guide and motivate/encourage others

Ability to work unsupervised 


v.2 (Classroom Assistant, November 2014 
Page 4

