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Morecambe Bay Academy 

Job Description 

 

Job Purpose: 

Under an agreed system of supervision, supporting the qualified teacher as a part of a 
professional team, plan their role in lessons, preparing, delivering, assessing, reporting 
and marking learning activities for the individuals/ groups or short term for whole clas-
ses. 

To complement teachers’ delivery of the national curriculum. These students could be 
part of the student support list held by the SENCO or could be ordinary students who 
struggle with literacy. 

To advise and support staff in specialist areas within the school and co-ordinate the 
work, management and development of other Teaching Assistants. 

To help close the gap for students not yet achieving expected progress in literacy. 

To work with the Literacy Co-ordinator to ensure that the whole school reading pro-
gramme is devised and implemented thoroughly so that all pupils are able to practice 
their reading to improve their accuracy. 

To identify pupils who have concerns with their atomicity of reading and devise and im-
plement phonics intervention with these pupils to enable them to progress to the stage 
where they are able to re-engage with the whole school reading programme. 
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Support for Students 
 

• To assess the needs of students and to differentiate curriculum content to support 

• students' learning 

• Teach literacy programmes to withdrawal groups of students 

• Design literacy learning for small groups 

• Develop and prepare literacy resources for small group learning activities 

• Plan for, teach and assess small groups of students in literacy 

• Provide detailed verbal and written feedback to teachers, students and parents 

• Monitor and evaluate student responses to learning activities through 

• Observations and recording of achievement against predetermined learning 
objectives 

• Liaise with TLR holders to identify students who would benefit from additional 
interventions and ensure interventions are put in place 

• Assess student progress against bench line data 

• Produce regular reports on student progress 

• Be aware of and support difference and ensure all students have equal access to 
opportunities to learn and develop 

• Promote and support the inclusion of all students, including those with specific 
needs 

• Use behaviour management strategies, in line with the school’s policy and 
procedures, to contribute to a purposeful learning environment and encourage 
students to interact and work co-operatively with others 

• Promote and reinforce students’ self-esteem and independence and employ 
strategies to recognise and reward achievement of self-reliance 

• Support the role of parents in students’ learning and contribute to/lead meetings 
with parents to provide constructive feedback on student progress, achievement 
and behaviour, maintaining sensitivity and confidentiality at all times  

• To advise on the appropriate use of specialist literacy teaching aids equipment, 
materials and other resources 

• To provide students with one to one support 

• Monitor students’ participation and progress and provide constructive feedback to 
students in relation to their progress and achievement 
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• To develop and implement pupil's Individual Educational Plans 

• To support pupils as part of a planned inclusion programme 

• To develop positive relationships with pupils and staff to assist pupil progress and 
attainment 

• To monitor and evaluate pupil responses to learning activities. 

• Within an agreed system of supervision, to plan challenging teaching and learning 
objectives 

• To take responsibility for implementing agreed systems for pupil supervision and 
the management of pupil behaviour 

• To undertake classroom administrative tasks 

• To monitor and record progress and achievement in lessons/activities 
systematically and provide evidence of range and level of progress and 
achievement 

• To produce lesson plans and worksheet plans 

• To administer student work experience where necessary 

• To undertake marking of students work and record achievement 

• To administer/mark tests and invigilate examinations 
 
Support for the School 
 

• To organise and manage a purposeful, orderly and supportive environment for 
learning 

• To support the promotion of positive relationships with parents and outside 
agencies 

• To contribute/lead meetings, on an individual basis, with parents to provide 
feedback on student progress/achievement 

• To utilise own strengths and areas of specialist expertise to advise and support 
other school staff in specialist areas 

• To support the provision of out of school learning activities within guidelines 
established by the school 

• To contribute to the identification and execution of appropriate out of school 
learning activities which consolidate and extend work carried out in class. 
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• To work within school policies and procedures 

• To attend staff training as appropriate 

• To take care of their own and other people's health and safety 

• To co-ordinate and supervise the work of Teaching Assistants and hold team 
meetings as appropriate 

• To ensure appropriate induction arrangements for all new Teaching Assistants 
including monitoring  

• To undertake recruitment/appraisal/training/mentoring for other teaching 
assistants 

• To assist in the identification and delivery of development needs 

• To ensure effective communication arrangements 

• To co-ordinate the utilisation of volunteer helpers 

• To be aware of the confidential nature of issues related to home/student/teacher/
school work 

Support for the Curriculum 
 
To deliver learning activities specifically, literacy programmes, to students within an 
agreed system of supervision, adjusting activities in accordance with student needs 
 
To select and prepare resources necessary to lead learning activities, taking account of 
students’ interests and language and cultural backgrounds 
To support the use of ICT in learning activities 
 
Note: In addition, other duties may be interchanged with/added to this list at any time. 
 
This job description may be altered by consultation and discussion. It will periodically be 
reviewed as part of on-going continuing professional and Trust development. In addition, 
it may be amended at any time after consultation with you.  

The Bay Learning Trust is committed to safeguarding and promoting the welfare of 

children and young people and expects its entire staff to share this commitment. All post-

holders will be required to have an Enhanced Disclosure from the Disclosure & Barring 

Service (DBS). 
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Key Criteria Essential Desirable 

Qualifications Recognised and relevant NVQ Level 

3 qualification or equivalent 

Level 3 or equivalent qualification in 

English/Literacy and Mathematics/

Numeracy 

NVQ level 4 qualification or equivalent 

Experience Experience of working with or caring 

for children of relevant age 

Experience of working in a relevant 

classroom/service environment 

Staff management experience 

Experience of administrative work 

Experience of supporting pupils with 

challenging behaviour 

Experience of phonics reading pro-

grammes 

Knowledge, 

Skills and Abili-

ties 

  

  

  

  

  

  

 

Ability to operate at a level of un-

derstanding and competence equiv-

alent to NVQ Level 4 standard 

Ability to relate well to children 

Ability to work as part of a team 

Good communication skills 

Ability to supervise and assist pupils 

Ability to relate well to parents/

carers 

Knowledge of the concept of confi-

dentiality 

Excellent numeracy and literacy 

skills 

Time management skills 

Organisational skills 

Knowledge of classroom roles and re-

sponsibilities 

Knowledge of National Curriculum Strate-

gy – Literacy 

First Aid Certificate 

Administrative skills 

Ability to make effective use of ICT 
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Key Criteria Essential Desirable 

Knowledge, 

Skills and Abili-

ties 

  

  

  

  

  

  

 Other 

(including spe-

cial require-

ments) 

Ability to assess children’s develop-

ment 

Ability to plan and deliver work pro-

grammes 

Ability to organise, lead and motivate 

a team 

Flexible attitude to work 

  

 

 

 

Commitment to undertake in-service 

development 

Commitment to safeguarding and 

protecting the welfare of children and 

young people 
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