
 

 

 

JOB DESCRIPTION – ASSOCIATE STAFF 

Name:  

Post Title: Teaching Assistant 

Scale: Grade 2 

Responsible to: Headteacher 

Responsible for: Supporting teaching and learning 

Working hours 
/pattern/term: 

31 ¼ hours per week 

Location: 
 

The postholder will be based at D’Eyncourt Primary School 
 
The postholder may be required to work at another school in Wolverhampton from 
time to time or for a specified period. 

Disclosure level: Enhanced 

 
Post Purpose: 

1. To supervise and provide particular support for pupils, including those with 
EAL or special needs, ensuring their well-being, safety and access to learning 
activities. 

2. To develop an understanding of the specific needs of pupils to be 
supported. 

3. To aid the pupils to learn as effectively as possible both in group situations 
and individually, inside and outside of the classroom. 

This may take a variety of forms such as: 
Clarifying and explaining instructions 
Ensuring the pupil is able to use the necessary equipment 
Motivating and encouraging pupils 
Developing appropriate resources to support pupil/s 
Assisting in the management of pupils’ social interactions and behaviour 
To establish a supportive relationship with pupil/s 
To carry out any specific duties as outlined in any Individual Educational Plan (IEP) 
Provide feedback to pupils in relation to progress. 

Main Duties and 
Responsibilities: 
 

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.  

  



 

 

The postholder is required to: 
 
Support the pupil 

1. To create and maintain a purposeful and supportive environment, in accordance to lesson plans and 
assist with the display of pupils’ work. 

2. To monitor pupil responses to learning activities and accurately record achievement/progress as 
directed. 

3. Provide regular feedback to teachers on pupils’ achievement/progress/ problems etc. 
4. Promote good behaviour, dealing promptly with incidents in line with the established behaviour 

policy 
5. Establish constructive relationships with parents/carers. 
6. Undertake marking of small groups of pupils’ work, where directed. 
7. Provide clerical/admin support e.g. photocopying, typing etc. 

 
Support the curriculum 

1. Undertake structured and agreed learning activities and interventions, adjusting activities according 
to pupil responses. 

2. Undertake programmes linked to local and national learning strategies e.g. literacy/numeracy, 
recording achievement and progress and feeding back to the teacher. 

3. Where appropriate, plan lessons for small groups of identified pupils e.g. RWI 
 
Support the school 

1. Be aware of and comply with policies and procedures relating to child protection, health and safety, 
confidentiality and data protection, reporting all concerns to an appropriate person. 

2. Contribute to the overall ethos/work/aims of the school. 
3. Appreciate and support the role of other professionals. 
4. Attend and participate in relevant meetings as required. 
5. Participate in training and other learning activities and professional development as required. 
6. Assist with the supervision of pupils out of lesson times, including before or after school and 

playtimes. 
7. Accompany teaching staff and pupils on visits, trips and other activities as required and take 

responsibility for a group under the supervision of the teacher. 
 
Undertake a systematic study of practice with a consequent programme of self and professional 
development to ensure that the necessary skill, knowledge and understanding are kept up to date. 
 
Be aware of and comply with all school policies.  In relation to child protection, health and safety, security, 
confidentiality and the Data Protection Act 1998 it is important that all staff keep up to date with current 
policies and any concerns are reported to the relevant named persons without delay.  
  
To play a full part in the life of the school community, to support its distinctive mission and the ethos.  

 
To undertake such other duties which may be regarded as within the nature of the duties and responsibilities 
for the grade of the post as defined and subject to any reasonable adjustments under the Disability 
Discrimination Act.  Any changes of a permanent nature will be incorporated into the job description. 
 
The school will endeavour to make any necessary reasonable adjustments to the post and working 
environment to enable access to employment opportunities for disabled post applicants or continued 
employment for any employee who develops a disabling condition. 
 



 

 

The job description is current at the date shown, but following consultation with you, may be changed by 
management to reflect or anticipate changes in the post which are commensurate with the grade and job 
title. 

Endorsement 
I accept the specified job description  
 
Name ………………………………………………………… 
 
Signed ……………………………………………………….. Date ………………………………………… 
 

 
 


