
 

Job Description: Classroom Teaching Assistant 

The Downs Preparatory School is committed to safeguarding and promoting the 
welfare of children and young people and expects all staff and volunteers to share 

this commitment. 

Teaching Assistants work predominantly in the Pre-Prep Department of the school, from 
Reception to Year Three. Their role is to assist teachers in the social, emotional and 
intellectual development of each child. In this respect, they relate with many individuals – 
children, parents, teachers, support staff and are also involved in numerous tasks. Flexibility 
is an essential part of the role, as is a calm and cheerful demeanour. 
 
The Downs Preparatory School strives to employ outstanding, educational practitioners as 
ultimately they will largely determine the success of the children and the school in the future. 
The successful candidate will be dedicated and passionate, with an ability to enthuse, 
stimulate and excite our pupils in their learning. 

Whilst it is impossible to list the exact roles of a Classroom Teaching Assistant the following 
points provide a reasonable outline. 

 
Summary of the role: 
 

 
The Classroom Teaching Assistant is a key role in the 
development of children in their early years.   
 

 Support of learning 

 Support of teaching 

 Effective organisation 

 Quality care  
 

Line management duties 
and responsibilities 

 Responsible to the Assistant Head (Pre-Prep) 

  

Child Protection 

 Follow the Code of Practice and Staff Handbook. 

 Promote the safeguarding and welfare of children and young 
persons for whom you are responsible and with whom you 
come into contact. 

 Have an understanding of the school safeguarding policies. 

 Attend safeguarding training - provided by the school – once 
every three years.  

 Employ the Whistle Blowing policy as necessary. 
 

Effective Organisation 
and use of Resources 

 Organise and maintain classroom materials and 
resources. 

 Prepare equipment and activities. 

 Share responsibility for displays. 



 

 

 Prepare class materials such as; duplicating, setting out 
and clearing away equipment. 

 Prepare class snacks and drinks. 

 Attend meetings, as required, by the Assistant Head (Pre-
Prep) or the Head. 
 

 

Quality of Care and 
Welfare 

 Build good relationships with the children. 

 Encourage high standards of pupil behaviour. 

 Supervise non-teaching areas e.g. cloakroom, playground, 
moving around school. 

 Supervise class during ‘wet playtimes’. 

 Provide comfort and care for minor ailments and supervise 
personal hygiene and health care. 

 Toilet and change children when necessary. 

 Escort and support pupils when off premises at swimming 
lessons and other activities.   

 Encourage independence in pupils e.g. support with 
dressing and undressing in PE. 

 Supervise mealtimes in the dining hall whilst encouraging 
appropriate standards of behaviour and manners. 
 

Effective Support of 
Learning 

 Build positive relationships with pupils to support the 
classroom ethos and school philosophy. 

 Promote the self-esteem of learners and contribute to a 
positive class environment. 

 Develop teamwork with the class teacher and other staff 
who are supporting pupils. 

 Support pupils in their activities in ways which will 
encourage concentration and independence. 

 Help pupils to follow instructions and access their 
learning. 

 Provide appropriate praise and encouragement. 
 

 

Quality of Teaching and 
Learning in the 
Classroom 

 Encourage oral language development through play, books, 
stories and personal interaction. 

 Support the class teacher in providing observations for 
recording, assessment and recording. 

 Support literacy development through such activities as; 
hearing readers, phonics, storytelling, reading, rhymes and 
songs, labelling models and artwork. 

 Support numeracy development by such activities as: 
counting and matching games, building with shapes and 
measuring. 

 Support play activities by listening, talking, joining-in, the use 
of open ended questioning techniques. 

 Supervise and support children while they undertake work 
set by the teacher. 

 Support practical activities planned by the teacher such as 
baking and gardening. 

 Support children by recording professional observations and 
assessments of levels of achievement. 



 

 

 Support the delivery of planning, and contribute to the daily 
evaluations. 

 

General 
Competencies 

The Classroom Teaching Assistant, with support from the 
School, must: 

 develop good relationships with pupils, teachers and 
colleagues. 

 understand the importance of confidentiality. 

 develop a good understanding of the School’s Child 
Protection and Safeguarding policies and procedures. 

 demonstrate good skills in oral communication, writing, 
numeracy, technical and ICT skills. 

 show a good working knowledge of children’s development 
and methods of learning. 

 have a working knowledge of the Key Stage 1 and 2 
curriculums. 

 be understanding that there are other duties related to their 
work in school, appropriate to the post, that may be 
assigned. 
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Classroom Teaching Assistant - Person Specification 

 

 

Essential 

These are qualities without 
which the Applicant could not 

be appointed 

Desirable 

These are extra qualities 
which can be used to choose 
between applicants who meet 

all of the essential criteria 

Method of  
assessment 

Qualifications 

The professional, technical or 
academic qualifications that 
the Applicant must have to 
undertake the role or the 
training that they must have 
received: 

Qualification as a Teaching 
Assistant – NVQ Level 3 or 
above 

 
 
 

The professional, technical or 
academic qualifications that 
the Applicant would ideally 
have to undertake the role or 
the training that they should 
ideally have received 

 First Aid certificate 

 Experience in Customer 
Care 

 First Aid in Mental Health 
certificate 

Production of 
the 
Applicant’s 
certificates 

Experience: 

The categories of work or 
organisations, types of 
achievements and activities 
that would be likely to predict 
success in the role. 

 Experience in a Pre-Prep or 
Primary School 

 Experience in any industry 
that values excellent 
Customer Care 

 

The categories of work or 
organisations, types of 
achievements and activities 
that would be likely to 
contribute to success in the 
role. 

 Being involved in tasks that 
require child support outside 
of formal education 

 

Contents of 
the 
Application 
Form 
 
Interview 
 
Professional 
references 

Skills 

The skills required by the 
Applicant to perform effectively 
in the role. 

 Excellent inter personal skills 

 Excellent child behaviour 
management skills 

 Efficient administration skills 

 Strong organisation skills 

The skills that would enable 
the Applicant to perform 
effectively in the role. 

 Competent literacy skills 

 Competent numeracy skills 

 Pastoral care skills 

 Effective ICT skills 
 

Contents of 
the 
Application 
Form 
 
Interview 
 
Professional 
references 

Knowledge 

The knowledge required by 
the Applicant to perform 
effectively in the role. 
 
Knowledge of: 

 children’s development in 
learning 

The knowledge that would 
enable the Applicant to 
perform effectively in the role. 
 
Knowledge of: 

 independent schools 

 movement between key 

Contents of 
the 
Application 
Form 
 
Interview 
 
Professional 
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 KS1 curriculum 
 

stages 
 

references 

Personal 
competencies 
and qualities 

The personal qualities that the 
Applicant requires to perform 
effectively in the role and to 
ensure that the Applicant 
safeguards and promotes the 
welfare of children and young 
people. 

 Motivation to work with 
children and young people 

 Ability to form and maintain 
appropriate relationships and 
personal boundaries with 
children and young people 

 Positive attitude to use of 
authority and maintaining 
discipline 

 The ability to work effectively 
within a team 

 Reliability 

 Good time management 
 

The personal qualities that 
would assist the Applicant to 
perform effectively in the role. 
 

 High personal standards of 
appearance, behaviour and 
punctuality 

 Tolerance and patience 

 A good sense of humour 
and a cheerful disposition 

 Enthusiasm and 
commitment 

 Perseverance and 
determination 

 Kindness, sensitivity and 
caring 

 The understanding of 
Customer Care and 
Random Acts of Kindness   

 

Contents of 
the 
Application 
Form 
 
Interview 
 
Professional 
references 

‘The Downs is committed to the safeguarding and promoting the welfare of children and 
applicants must be willing to undergo child protection screening appropriate to the post, 

including checks with past employers and the Disclosure and Barring Service’. 
 

 
D.Isaachsen 

04/2021 


