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MHC STA Job Description & Person Specification 
	Post Title
	Special Teaching Assistant (STA)

	Department 
	Education - MHC

	Current Grade
	[bookmark: _GoBack]NJC Spine Points 2-5

	Hours 
	38.5 hours per week 
35 Directed Hours per annum

	Other contractual conditions 
	4 Non-teaching Days, 2.5 Study Days & attendance at the Summer Fete

	Responsible to 

	Line Manager 
Head of Department
Ultimately
	Learning Support Team Leader 
Assistant Head Teacher
Principal 



Job Summary:
· To provide support to students through 1:1, paired or small group work in addition to whole class learning
· To provide support to teachers in the delivery of the curriculum
· To carry out such particular duties as may reasonably be assigned to her/him as described more fully below
Job Responsibilities: 
The successful candidate could be required to fulfil some or all of the following: 
Assisting with student teaching & learning by:
· Providing support to aid students in accessing the educational & extended curriculum onsite and offsite at our partnership providers 
· Providing support in learning environments 
· Supporting learning programmes, using specialist equipment where necessary
· Supervising small groups of students across the curriculum 
· Providing cover for classes/students 
· Ensuring students are prepared for activities and have cleared up after themselves
· Supporting students in their efforts to achieve their individual education termly targets
· Contributing to Parent Termly Meetings & Education Health Care Plans/Annual Reviews
· Writing brief reports on particular students & noteworthy incidents

Assisting within the Education Department by:
· Supervising students at sign in & sign out and during break & lunch times
· Maintaining positive behaviour amongst the student body
· Promoting good practice with regard to Safeguarding and Health & Safety 
· Supporting with the planning & supervision of trips where required 
· Regular transporting of students & staff in Moor House and/or personal vehicles to our offsite partnership providers (*if applicable to skill-set of job holder and with the required vehicle insurance in place)
· Responsibility for student medication whilst offsite  
· Supporting student travel 
· Preparation and maintenance of materials, resources, equipment & board displays 
General:

· To manage and prioritise work load under the supervision of a Team Leader / Deputy Team Leader 
· To work collaboratively within the team of Special Teaching Assistants
· To work collaboratively within the wider multi-disciplinary team (MDT) at Moor House and support and engage with joint initiatives and programmes  
· To liaise regularly & discuss student progress with members of the multi-disciplinary team
· To maintain confidentiality on information concerning MHS&C staff, students & families 
· To follow MHS&C policy, rules & procedures as well as those of Partner Colleges
· To become familiar with sections of any policies & administrative procedures that relate to the duties/responsibilities of the job holder
· To follow and comply with established Health & Safety procedures 
· To participate in the induction of new staff and students
· To participate and be actively involved in the MHS&C CPD Programme, implementing strategies and techniques into role 
· To engage actively in the department appraisal system in an open manner including responding to constructive feedback and reflecting on own practice and performance
Undertaking such other relevant and appropriate duties & responsibilities, as may be reasonably allocated from time to time, and which are compatible with the duties & responsibilities of the jobholder.

Person Specification:

The person specification describes the characteristics (skills, knowledge, experience and qualifications) that are needed to carry out the duties in the job description.   Please find below some sample information.  

	
	Essential
	Desirable

	Knowledge, experience and training 
	Experience of working in a team

A willingness to develop a base level of theoretical knowledge, techniques and/or activities relevant to the students at Moor House, acquired through trainings & experience

Ability to use basic IT Skills including MS Office, e-mail & the internet

A willingness to develop skills in using specific school wide programmes
	Experience of working with students in an educational setting (particularly SEN)

Evidence of successful completion of relevant courses up to Further/Higher Education or equivalent.

Knowledge of specialist strategies to support student learning 



	Planning and organisational skills
	Excellent organisational skills 

The ability to manage & prioritise own workload 
	Ability to have flexible working hours within weekly allocated hours

	Communication skills 
	To demonstrate good communication skills

The ability to recognise potential breakdown and conflict when it occurs and generate potential solutions independently

To demonstrate empathy with students, families & colleagues, ensuring that effective communication is achieved in day to day activities

To demonstrate good written & verbal presentation skills
	

	Physical skills
	Fit & able to carry out the physical nature of duties
	The ability to drive 

	Personal qualities 
	Motivation & enthusiasm

Ability to use initiative while seeking advice where appropriate

Able and willing to adapt to change 

Ability to work independently and with autonomy whilst at offsite partnership providers
	A willingness to support pupils in the extended curriculum

	Interpersonal skills
	A willingness to develop good interpersonal skills - including observation, listening & empathy skills

An ability to work with others in a professional capacity and to develop an understanding of the roles of other professionals

A willingness to develop problem solving skills in complex situations 

To form productive working relationships with staff, students & families 

A willingness to be flexible and support school/college wide activities
	

	Team/collaborative working 
	Ability to develop understanding of the roles of other professionals
	



This document identifies the main duties & responsibilities that this post currently requires. It is anticipated duties will change over time and that the job description may need to be developed in the future. 

	I agree to carry out the duties as stated herein

	Signed
	
Print name

	Dated
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