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Farney Close School, 

Bolney Court, Bolney, West Sussex, RH17 5RD 

Job Description 

 
Job Title:  Primary School Higher Level Teaching Assistant  

Reports to:  Primary School Teacher

 

Pay – £20,952.96  

 

Brief Description of Job (Purpose):  

To work as a Teaching Assistant in the school’s Primary provision, supporting young 

people with Social, Emotional and Mental Health needs or/and associated needs. 

KEY TASKS  

• To support pupils’ learning and to contribute effectively and with confidence 

to the classes in which you are involved  

• To be familiar with the school curriculum, the age-related expectations of 

pupils, the main teaching methods and the testing/examination frameworks in 

the subjects and age ranges in which you are involved  

• To understand the aims, content, teaching strategies and outcomes for lessons 

in which you are involved and the place of these in the related teaching 

programme  

• To use ICT to advance pupils’ learning, and use common ICT tools for personal 

and pupils’ benefit  

• To adopt a range of strategies, in line with the schools’ policy and procedures, 

to establish a purposeful learning environment and to promote good 

behaviour  

• To demonstrate and promote the positive values, attitudes and behaviour you 

expect from the pupils you work with  

• To have high expectations of all pupils; respect their social, cultural, linguistic, 

religious and ethnic backgrounds, and be committed to raising their 

educational achievement. 

• To use clearly structured teaching and learning activities, to interest and 

motivate pupils and advance their learning  

• To build and maintain successful relationships with pupils, treat them 

consistently, with respect and consideration, and be concerned for their 

development as learners  

• To work collaboratively with colleagues, knowing when to seek help and 

advice  

• To contribute effectively to teachers’ planning and preparation of lessons  
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• Working within a framework set by the teacher, to plan your role in lessons 

including how to provide feedback to pupils and colleagues on pupils’ learning 

and behaviour  

• To contribute effectively to the selection and preparation of teaching 

resources that meet the diversity of pupils’ needs and interests  

• To contribute to the planning of opportunities for pupils to learn in out of school 

contexts, in accordance with school policies and procedures  

• To support teachers in evaluating pupils’ progress through a range of 

assessment activities and contribute to maintaining and analysing records of 

pupils’ progress. To monitor pupils’ participation and progress, providing 

feedback to teachers, and giving constructive support to pupils as they learn  

• To monitor pupils’ responses to learning tasks and modify your approach 

accordingly  

• To promote and support the inclusion of all pupils in the learning activities in 

which they are involved  

• To advance pupils’ learning in a range of classroom settings, including working 

with individuals, small groups and whole classes where the assigned teacher is 

not present  

• Where relevant, to guide the work of other adults supporting teaching and 

learning in the classroom  

• To recognise and respond effectively to equal opportunities issues as they arise, 

including by challenging stereotyped views, and by challenging bullying or 

harassment, following relevant policies and procedures  

• To organise and manage safely the learning activities, the physical teaching 

space and resources for which responsibility has been assigned  

• To liaise sensitively and effectively with parents and carers, recognising their 

roles in pupils’ learning. 

• To improve own practice, including through observation, evaluation and 

discussion with colleagues.  

• To carry out the above duties in accordance with the Children’s Services 

Department’s Equal Opportunities Policy.  

• To support with afterschool activities when required. 

Purpose of the job:  

• To work in partnership with and support the teaching staff, principally in connection 

with the care and education of pupils attending nursery or reception classes, but also 

other classes as deemed appropriate.  

• To be a positive team member, contributing to the well-being and life of the whole 

school community.  

• To occasionally supervise or cover whole classes or cover the whole class for the first 

day of a teacher’s absence, when and if necessary, following agreed plans (with 

appropriate supervision from a teacher, not necessarily based in the class).  

• To promote the inclusion of all pupils.  

General Statement 

• To undertake any reasonable duties as requested by the Senior 

Management Team. 
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• This job description may be altered without notice due to changes in 

technology, policy practice, procedure or legislation. 

• This job description is not necessarily an exhaustive list of duties but is 

intended to reflect the range of duties the post-holder will perform.   

• Report immediately to a Senior Manager, or any other appropriate person, 

any malpractice or evidence of malpractice of any member of staff. 

• Read, understand and be required to sign, as requested, all relevant school 

policies. 

Equal opportunities 

We are committed to achieving equal opportunities in the way we deliver services to 

the community and in our employment arrangements. We expect all employees to 

understand and promote this policy in their work. 

 

This post is subject to an Enhanced DBS (with Barred List) check.  Our school is 

committed to equality and promoting the welfare of children and expects all staff to 

share this commitment.  

REVIEW   

This job description will be reviewed at least once per year in line with your annual 

appraisal and may be subject to amendment or modification at any time after 

consultation with the post holder.   

Health and Safety:  

In carrying out the tasks in this job description you have a duty (under Health and 

Safety legislation) to take reasonable care for the health and safety of yourself and 

that of others. This implies taking positive steps to understand the hazards in the 

workplace, to comply with safety rules and procedures and to ensure that nothing 

you do, or fail to do, puts yourself or others at risk. This includes managing a safe and 

secure environment for staff and students.  

This duty includes checking that any person entering the Farney Close site has a right 

to do so and their visit is recorded in accordance with the school’s procedures.  

Your contribution:  

Efficient execution of the tasks on your job description will ensure that the school will 

offer a good service to our customers. You will, therefore, be making contributions to 

other employees, matters affecting individual young people, the achievements of the 

group as a whole and enhance our relationship with parents, carers and local 

authorities.  

Name  

 

 

Signature 

 

 

Date 
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Higher Level Teaching Assistant 

Person Specification 2021 

 

 ESSENTIAL DESIRABLE 

Key Skills & Abilities Ability to contribute effectively to teachers’ planning and 

preparation of lessons  

Ability to plan own role in lessons including how feedback will 

be provided to pupils and colleagues on pupils’ learning and 

behaviour 

Ability to contribute effectively to the selection and preparation 

of teaching resources that meet the diversity of pupils’ needs 

and interests  

Ability to support teachers in evaluating pupils’ progress through 

a range of assessment activities  

Ability to monitor pupils’ responses to learning and modify 

approach accordingly  

Ability to contribute to the maintenance and analysis of records 

of pupils’ progress  

Ability to communicate effectively and sensitively with pupils to 

support their learning  

Good ICT skills 

Knowledge of the Zones of regulation and 

Lego therapy would be an advantage. 
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Able to converse at ease with customer and provide advice in 

accurate spoken English  

Ability to work collaboratively with colleagues as part of the 

school team  

Ability to guide the work of other adults in the learning 

environment  

Ability to liaise sensitively and effectively with parents and 

carers, recognising their roles in pupils’ learning  

Ability to recognise and respond effectively to equal 

opportunities issues as they arise 

Ability to support learning in school including early reading, 

writing and maths  

 

Ability to work as part of a whole school team  

 

Ability to work on own initiative  

 

Ability to stay calm in all situations 

Experienced in leading small group phonics, Maths such as 

Numbers Count and other SENCO, SALT interventions 

Education & Qualifications Achievement of the Professional Standards for Higher Level 

Teaching Assistants or able to demonstrate equivalent 

experience as approved by the Head teacher for example QTS. 

A qualification in English/literacy and Mathematics/numeracy 

equivalent to at least Level 2 of the National Qualifications 

Framework 

Team Teach qualification and experience 
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KNOWLEDGE Knowledge of the statutory framework relevant to the HLTA role  

Specialist knowledge and experience e.g. in behaviour 

management, pastoral care, early years, special educational 

needs or individual subject areas  

Knowledge of the legal definition of Special Educational Needs 

(SEN), and familiarity with the guidance about meeting SEN 

given in the SEN Code of Practice  

Knowledge of a range of strategies to establish a purposeful 

learning environment and to promote good behaviour  

Knowledge of the key factors that affect the way pupils learn 

 

EXPERIENCE Experience of working as a Teaching Assistant or equivalent 

experience of working with children or young people  

At least three-years’ experience of working as a Teaching 

Assistant if you haven’t a HLTA or QTS qualification and would 

like to be considered for the post and are committed to 

meeting the Professional Standards for HLTA within an agreed 

timeframe. 

Experience of using ICT to advance pupils’ learning, and 

experience of using common ICT tools for own and pupils’ 

benefit 

Have held a position as a teaching 

assistant in a primary school or nursery 

setting for two years or more 
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DISPOTION Friendly, calm, with a sense of humour Tolerant, patient 

understanding that children have individual styles of learning 

and needs Motivated by the desire to work with children and 

watch them learn Ability to form sound relationships with staff, 

parents and children Ability to multi-task 

A commitment to improving own practice through observation, 

evaluation and discussion with colleagues  

A commitment to the Education Department’s Equality of 

Opportunities policy 
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