Teaching Assistants (Fixed Term)
Closing Date: Noon, 4th July 2022
Interview Date: 7th July 2022
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Cover Letter

June 2022

Dear Applicant
Vacancy for Teaching Assistants
(Fixed Term from September 2022-August 2023)
Salary Grade D/E Scale Points 4-8 Hourly Rate £9.98-£10.80
(FTE £19,264-£20,852)
Hours of Work for full time post is, 8.30am – 3pm Monday – Friday, term time only
Actual annual salary £12,448-£13,475
Part Time posts also available equating to 22.5 hours per week.
Thank you for your enquiry about our vacancies for Teaching Assistants, we have a number of posts
available, both full time and part time. The post have arisen due to additional SEN students joining and
progression of a current Teaching Assistant moving on to Teacher Training. I am enclosing an application
form, job description and person specification, as well as some information about the school.
Our new Teaching Assistants will join the Learning Support team which provides a high-quality service to
pupils with learning difficulties. The successful candidate will need relevant experience of supporting learners
and the necessary skills to contribute to improving outcomes. This is a rewarding role for anyone with a
passion for helping children reach their full potential. The position may also be an ideal opportunity for a
Graduate who may be looking for classroom experience before starting a teaching career.
Sheldon School is committed to safeguarding and promoting the welfare of children and young people and
expects all staff and volunteers to share this commitment. The successful candidates will be required to
apply for a disclosure from the Disclosure & Barring Service which will be made before the appointment is
confirmed. In addition to candidates’ ability to perform the duties of the post, the interview will also explore
issues relating to safeguarding and promoting the welfare of children.
Sheldon is a great school. I am continually impressed by the positivity of the staff and the atmosphere around
the school that is overwhelmingly happy and shows our students to be enjoying their learning in a thriving
environment. It’s simply a pleasure to come to work each day. I think you will find staff will say the same to
you were you to ask them.
Fuller details are included to outline the all-round offer, but please also take the time to look at what
happens in the school day-to-day by visiting our website. I hope that, having read the information, you will
be keen to apply.
If you feel that you possess the necessary skills and qualities and are excited by this opportunity, we very
much look forward to receiving your application, which must be returned to Kirsa Edwards, HR Adviser, by
midday on 4th July 2022. Please complete the application form and return it by post or email to
Hardenhuish Lane, Chippenham, Wilts. SN14 6HJ
Headteacher: Neil Spurdell BSc (Hons)
Tel: 01249 766020 Fax: 01249 766030
Email: admin@sheldonschool.co.uk Web: www.sheldonschool.co.uk

Page |4

hr@sheldonschool.co.uk . We would hope to hold interviews on 7th July 2022, and would like the
successful candidate to be able to start work in September 2022.
If you have heard nothing by this date, please assume you have been unsuccessful on this occasion. If this
proves to be the case, I thank you for your interest in Sheldon School and wish you success in your future
career.
Yours sincerely,

Julia Finch
Business Manager
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Job Description
Postholder
Line Manager
Post Purpose

Teaching Assistant
Teaching Assistant Manager

The post holder is responsible for assisting in the support and inclusion of pupils with special educational
needs. They will be responsible to the SENDCO/Head of Learning Support Faculty through the Teaching
Assistant Manager.
The information below is provided for the post holder to understand and appreciate the work content of
the post. However, it should be noted that whilst every endeavour has been made to outline all the duties
and responsibilities of the post, a document such as this does not permit every item to be specified in
detail. Broad headings have been used below in the assumption that all usual associated routines are
included in the post description.
Main Duties & Responsibilities
Teaching Assistants will be required to undertake the following duties.
▪ To develop a knowledge of a range of learning support needs in order to support pupils in class which
could include pupils with physical or sensory needs, difficulties managing behaviour due to Social,
Emotional and Mental Health needs (SEMH), English as an additional language, and other specific
learning difficulties.
▪ To support pupils learning in class, small groups or 1-2-1 work.
o Clarifying teachers’ instructions
o Motivating pupils to engage in work set.
o Developing resources where required.
o Supporting in weaker areas e.g. language, reading, spelling, writing and presentation.
o Prompting pupils to concentrate on work set whilst developing independent learners.
o Liaising with class teacher and/or SENDCo.
▪ To develop methods of promoting and reinforcing the pupil’s self-esteem, inclusion and behaviour
development;
o To encourage an acceptance and inclusion of the pupil with special needs.
o Develop methods to promote pupil independence in and out of the classroom environment.
o Establish supportive relationships with pupils.
o Reinforce Sheldon School ethos and procedures, e.g. The Sheldon Six and behaviour policy
o To accompany pupils on school trips
▪ To develop professional working relationships with all colleagues, support staff and teaching staff.
▪ To understand the language of EHCP, My Support Plans, Individual Pupil Profiles (IPPs), and other key
documents.
▪ To undertake physical tasks relating to the general care of specific pupils, which may include helping
with changing in PE and manual handling.
▪ To support the delivery of SEN interventions along with other aspects of the National Curriculum.
▪ To provide specific permitted support for pupils preparing for and taking public examinations.
▪ To attend relevant in-service related training, including Staff Development Days.
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▪ To be able to use faculty and school-based monitoring systems e.g. SIMS, Epraise and CPOMS.
Associated Duties
This job description is intended as a guide to the general duties required of the post. The postholder may
be required to undertake
Post holder are also,
▪ Responsible for promoting and safeguarding the welfare of children and young persons that you might
come into contact with during the course of your day to day activities around the school site.
▪ Be asked to carry out any other reasonable instructions given by the Headteacher, the SENDCO/Head
of Learning Support and TA Manager
▪

All duties must be carried out complying with:
▪ The Health & Safety at Work Act
▪ Act of Parliament, Statutory instruments and regulations, as well
as other legal requirements
▪ Relevant nationally agreed Codes of Practice
▪ Disability rights Act and SEN Discrimination Act
▪ The General Data Protection Regulations (GPPR)
Health and Safety
All employees are required to adhere to all health and safety regulations, guidance and procedures at all times. All
employees are responsible for their own health and safety and for that of others who may be affected by their
acts, or omissions.

Data Protection
All employees are expected to conform to Data Protection legislation and only divulge confidential information of
any sort, in relation to the School’s business, to authorised third parties, in accordance with the current pertaining
Data Protection Policy, Freedom of Information Policy and Security of Information Policy, all of which are available
on the School’s website and will be issued to you in September. All staff are required to read these policies
annually and to adhere to them.
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Person Specification
Detailed below are the types of qualifications, experience, skills and knowledge which are required.
The Essential column shows the minimum essential requirements for the post.
The Desirable column shows additional attributes which would enable the applicant to perform the role more
effectively with little or no training. They are not essential, but may be used to distinguish between applicants.

Essential Desirable
Technical Competency (Qualifications and Training)
English and Mathematics to grade 4/C GCSE or equivalent level

√

Some knowledge and understanding of SEND issues

√

Knowledge & understanding of other language(s)

√

Able to offer support across a good range of subjects

√

Good ICT skills

√

Experience
Some experience of working within a mainstream school, paid or voluntary

√

Experience of working with behaviourally challenging pupils

√

Some experience of working with children, especially of secondary school age

√

Experience of working with Hearing Impaired and/or Visually Impaired students

√

Experience of working with students with physical/medical needs

√

Able to work successfully in a team

√

Skills and Attributes
Good communication skills, written and oral

√

Ability to show initiative

√

Personable, professional, approachable and courteous at all times

√

A quick learner

√

Ability to demonstrate a proactive approach and show initiative

√
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Able to form and maintain professional relationships and boundaries with young people
and adults

√

Able to manage the behaviour of pupils to promote and maintain order and a calm
working environment

√

Personal Qualities
An interest in education

√

Helpful and positive nature with a can-do attitude

√

Well organised with an ability to remain calm under pressure

√

Committed to the progress and achievement of SEND students

√

Personable, professional, approachable and courteous at all times

√

Ability to be flexible and have an adaptable attitude to work and role when
circumstances demand

√

Energy, enthusiasm and resilience

√

Understands the importance of confidentiality with high levels of integrity

√

Non-judgemental

√

Good sense of humour

√

Safeguarding
Ability to demonstrate an understanding of safeguarding responsibilities

√

Other
Understand and be able to demonstrate a commitment to, Equal Opportunities and
Diversity

√

Please also note that where qualifications are required, employment is conditional on the verification of them.
Qualifications (must be original documents) will be checked on the first day of appointment.
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