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    Saint Pius X Catholic High School

                        A specialist school in humanities
JOB DESCRIPTION
Post:                  Departmental Support Assistant

Grade:
      E

Reporting to:   Assistant Headteacher

This appointment is with the Governing Body of the school under the terms of the Catholic Education Service contract signed with the Governing Body as employers.  The appointment is subject to the current conditions of service for teachers contained in the School Teachers’ Pay and Conditions document and other current education and employment legislation as outlined in the procedures, policies and guidelines adopted by the Governing Body from time to time.

This job description may be subject to annual review after consultation with you.

AIMS AND PURPOSE OF THE JOB

The prime purpose of the Department Support Assistant is to work with the teaching staff to improve academic standards by providing high quality supervision for students.

The main duties of the post are:

CURRRICULUM
· To supervise classes in the event of short-term absence through illness or training.
· To work with small groups of students depending on need, especially to further the aims of the Specialist School bid.
· To work with the Departmental Team in planning lessons, schemes of work etc.

· To identify how the students are to learn in conjunction with the Head of Department.
· To be familiar with the Inclusion List in school and implement IEPs.

· To prepare learning materials.

· To assist with displays of students work.

· To invigilate examinations.
PASTORAL

· To implement the school’s policy for Positive Behaviour Management

· To liaise with form tutors regarding student behaviour/progress

· To encourage and motivate students to achieve their full potential individually and in groups
· To liaise with home where appropriate

· To participate in out of hours learning where appropriate

· To participate in the daily act of collective worship

ADMINISTRATIVE

· To complete register when covering lessons

· To notify the Head of Department of any Health/Safety issues

· To keep the Head of Department informed of any resource needs

· To help with display work for the Department

· To produce and organise resources as requested

SUPPORT FOR THE SCHOOL
· Establish and maintain effective working relationships with professional colleagues and parents, acknowledging the professional need for mutual support

· Participate as required in meetings with professional colleagues and parents in respect of the duties and responsibilities of the post

· Take responsibility for your own professional development and on-going formation

· Undertake any other duties as specified by the Head teacher from time to time
“Love one another as I have loved you”


