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	Classroom Assistant

	Division / Function: Schools
	Reports To : <Job Title>

	Why
	Job Summary:
· Support teachers in the development and delivery of the curriculum across a range of settings during the school day
· Work as part of a multi- disciplinary team to provide the highest standard of support 

	What
	Principle Accountabilities

· Manage the provision for a group of pupils during teacher’s holidays

· Maintain core subjects and extend leisure activities for a group of pupils during teachers holidays
· Contribute to the education and welfare of pupils by providing the highest standard of individual support 
· Maintain an awareness of current issues in the field of teaching children with autism

· Ensure an adequate supply of materials

· Under the supervision of the teacher prepare for lessons and ensure the overall tidiness of working areas

· Contribute to and deliver programmes of study

· Maintain daily records of assessment as directed by the teacher
· Job Descriptions only reflect 80% of a role, and are not an exhaustive list of duties. You are expected to carry out other activities that are within the scope of the role.

	How
	Competencies
	Strands
	Level (Level expected when the job is conducted to the required standard.) 

	
	Organisation – Business Management
	Managing Resources
	6
	Ensures that equipment and resources are used efficiently.

	
	
	Customer Service
	5
	Creatively provides service to customer / stakeholder, and strives to improve the level of service.

	
	
	Operating Level
	5
	Operates at the immediate level and is aware of organisational goals.

	
	Organisation – Change Management
	Organisational Development
	5
	Provides data for organisational development in the most user- friendly format.

	
	
	Continuous Improvement
	4
	Looks at improving activities outside of immediate role.

Seeks to achieve excellence.

	
	
	Flexibility & Openness
	5
	Applies new ideas, systems and procedures

	
	
	Delivering Quality
	4
	Makes recommendations and improvements based upon service and quality level indicators, within own function.

	
	Self – 

Personal Drive
	Development
	3
	Regularly reviews and updates progress on own development plans

	
	
	Attitude
	4
	Has drive,  shows initiative and is ambitious (either to achieve within own role or progress through the organisation)

Shows emotional control

	
	
	Commitment
	3
	Works the necessary hours to achieve objectives / results

	
	Self – 

Professional Approach
	Professional Education
	6
	Has Professional expertise

	
	
	Technical Experience
	5
	Capitalises on experience and updates technical knowledge regularly

	
	
	Organisational Values
	4
	Consistently applies the organisational core values internally and externally

	
	Tasks – 

Planning
	Time to Impact
	4
	Tends to be immediate up to 1 month.

	
	
	Objective Setting
	4
	Develops and sets weekly and monthly objectives.

May provide guidance upon setting activities.

	
	
	Development of Plans
	4
	Plans in detail, anticipates problems and prioritises actions.

	
	Tasks – 

Problem Solving
	Approach
	5
	Reasons logically using numeric, verbal, symbolic, and diagrammatic information. 

Focuses upon solving the problem.

	
	
	Using Information
	4
	Recognises most relevant information.

	
	
	Degree
	4
	Up to 10% of problems tend not to have been seen before.

	
	Tasks – 

Decision Making
	Team Decisions
	3
	Takes responsibility within a team for making decisions and moving things forward.

	
	
	Individual Decisions
	4
	Makes decisions which require judgement.

	
	
	Making decisions under pressure
	4
	Makes decisions within own function under pressure

	
	Tasks – Getting things done
	Delivering Results
	4
	Co-ordinates the delivery of results.



	
	
	Prioritising
	5
	Conscientious in adhering to deadlines and perseveres to achieve objectives.

	
	
	Approach
	4
	Is disciplined, methodical and pragmatic.

Pro-actively checks to prevent errors and achieve targets

	
	People – 

Working with others
	Equal Opportunities
	3
	Actively integrates cultures and ensures equal opportunities.

	
	
	Dealing with Conflict
	3
	Manages conflict and creates a harmonious working environment.

	
	
	Team Work
	3
	Creates a good team spirit and encourages others to do so.

	
	People – Influencing Others
	Scope
	4
	Influences across the site or shift.

	
	
	Approach
	4
	Conducts negotiations and gains acceptance from others.

Uses a discussion/debate approach to persuade.

	
	People – Communication
	About the NAS
	4
	Speaks positively about autism, the NAS, its people and services.

	
	
	Method
	4
	Is clear, concise and confident when communicating informally both orally and in writing

	
	
	Approach
	5
	Briefs colleagues well, transferring knowledge as appropriate.

	
	People – 

Leading
	Ensures Delivery
	4
	Fosters positive and productive relationships across the team in order to deliver

	
	
	Team management
	4
	Consults widely and may provide direction to achieve results

Encourages openness and honesty

Does not apportion blame

	
	
	Team development
	4
	Ensures others do things correctly

Positively advises, guides and coaches 

	
	
	Management skills
	5
	Is developing supervision skills

	Context
	Interfaces
	

	
	Internal

· 
	External

· NVQ 3 (SVQ 3 or HNC) desirable

· Experience desirable

· Driving license desirable

	
	Environment


	Work (Office School …)
Travel (% of Time away from prime site)

Hours (Office, Shift, Perm Nights etc)

	
	Scope
	Financial (Impact /Budget)
People (Direct / Indirectly Manage)
Resources (Equipment / Facilities)

	
	Education, Certification & Experience 
	· 

	
	
	

	Position
	Tier :
	Point :

	
	Date Established :
	Date Reviewed :

	
	
	

	
	
	


