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TEACHING ASSISTANT – MELIN PRIMARY SCHOOL
JOB DESCRIPTION

	Job title
	Teaching Assistant Level 2 

	Directorate
	Education, Leisure and Lifelong Learning

	Section
	Melin Primary School

	Reporting to
	Head teacher – Mrs D Harris

	Grade
	Grade 3 (SCP 4-5) £16,705.92 to £16,969.83

	Hours per week
	27.5 plus additional (£1,730.68 PA) for an additional 2.5 per week as lunchtime supervisor

	Contract type
	Temporary until 31/08/2027

	Location of post
	Melin Primary School

	Benefits
	Local Government Pension Scheme
See our ‘Reasons to work for NPT’ document in the attachments

	Date reviewed
	10/11/2026




	Main purpose of the post
	To work under the instruction/guidance of teaching/senior staff to undertake work/care/support programmes, to enable access to learning for pupils and to assist the teacher in the management of pupils and the classroom.  Work may be carried out in the classroom or outside the main teaching area

	Main duties and responsibilities
	Main Duties and Responsibilities

Support for Pupils
· Supervise and provide particular support for pupils, including those with special needs, ensuring their safety and access to learning activities
· Assist with the development and implementation of Individual Education/Behaviour Plans and Personal Care programmes
· Establish construction relationships with pupils and interact with them according to individual needs
· Promote the inclusion and acceptance of all pupils
· Encourage pupils to interact with others and engage in activities led by the teacher
· Set challenging and demanding expectations and promote self-esteem and independence
· Provide feedback to pupils in relation to progress and achievement under guidance of the teacher

Support for Teachers
· Create and maintain a purposeful, orderly and supportive environment, in accordance with lesson plans and assist with the display of pupils’ work
· Use strategies, in liaison with the teacher, to support pupils to achieve learning goals
· Assist with the planning of learning activities
· Monitor pupils’ responses to learning activities and accurately record achievement/progress as directed
· Provide detailed and regular feedback to teachers on pupils’ achievement, progress, problems etc.
· Promote good pupil behaviour, dealing promptly with conflict and incidents in line with established policy and encourage pupils to take responsibility for their own behaviour
· Establish constructive relationships with parents/carers
· Administer routine tests and invigilate exams and undertake routine marking of pupils’ work
· Provide clerical/admin. support e.g. photocopying, typing, filing, money, administer coursework etc.

     Support for the Curriculum
· Undertake structured and agreed learning activities/teaching programmes, adjusting activities according to pupil responses
· Undertake programmes linked to local and national learning strategies e.g. literacy, numeracy, KS3, early years recording achievement and progress and feeding back to the teacher
· Support the use of ICT in learning activities and develop pupils/ competence and independence in its use
· Prepare, maintain and use equipment/resources required to meet the lesson plans/relevant learning activity and assist pupils in their use

    Support for the School
· Be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person
· Be aware of and support difference and ensure all pupils have equal access to opportunities to learn and develop
· Contribute to the overall ethos/work/aims of the school
· Appreciate and support the role of other professionals
· Attend and participate in relevant meetings as required
· Participate in training and other learning activities and performance development as required
· Assist with the supervision of pupils out of lesson times, including before and after school and at lunchtime
Accompany teaching staff and pupils on visits, trips and out of school activities as required and take responsibility for a group under the supervision of the teacher.

	Additional information
	· This is an outline description of the job as it presently exists. The job description will be examined periodically and updated to ensure that it relates to the job as then being performed or to incorporate any changes that are proposed by the Authority. Any such changes will be subject to consultation with the post holder. It will be the Authority’s aim to reach agreement to reasonable changes. If agreement is not possible, the Authority reserves the right to insist on changes, following consultation. 
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                                        MELIN PRIMARY SCHOOL
PERSON SPECIFICATION
	Job title
	Teaching Assistant Level 2 

	Directorate
	Education, Leisure and Lifelong Learning

	Section
	Melin Primary School



Introduction
The purpose of this document is to enable you, as a candidate, to consider whether or not you have the attributes, which are required for appointment to this post.  Please note that this document indicates those attributes that are considered to be essential to undertake the duties and responsibilities of this post and those that are merely desirable.  If you do not possess any of the attributes that are desirable, this does not mean that you will not be considered for interview or subsequent appointment.

	ATTRIBUTES
	ESSENTIAL/
DESIRABLE
	METHOD OF EVALUATION

	Experience & Knowledge
	

Experience of working within a school environment.


Experience working alongside children.
	
ESSENTIAL



ESSENTIAL
	
Application Form/ Interview / Reference

Application Form

	Education & Training
	
NVQ Level 2 / equivalent or higher.

Evidence of ongoing and relevant in-service training.
	
ESSENTIAL


DESIRABLE

	
Application Form / Verification of Qualifications
Application Form


	General skills/abilities
	
Excellent interpersonal communication and organisational skills, including ability to communicate effectively both verbally and in writing.

Ability to work under direction of classroom teacher and effectively as part of a team.
Ability to keep a daily record of events of pupils’ activities as directed.

Ability to develop good personal relationships within a team

Confidence in the use of ICT to support the learning of pupils.

	
ESSENTIAL





ESSENTIAL


ESSENTIAL



ESSENTIAL


DESIRABLE


	
Application Form / Interview




Interview / Reference

Application Form / Interview


Interview


Interview

	Other requirements
	
Candidates must be self-motivated and capable of understanding the dynamics of effective team spirit and working.

Candidates must have a record of excellent attendance and punctuality.
  
Candidates must be willing to cover 
mid-sessions and lunch break duties.
 
Commitment to promote positive values, attitudes and behaviour in our pupils.
	
ESSENTIAL




ESSENTIAL


ESSENTIAL


ESSENTIAL


	
Application Form/ Reference



Application Form / Interview

Interview


Application Form / Interview


	Welsh language
	Welsh language skills are not required

	DBS requirement
	
This post is subject to an enhanced with child barred list DBS disclosure
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