
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

SEND Teaching Assistant Level 3 

Job Description 



1 
 

 

 

 

Date: 13th September 2021 

Dear Candidate,  

I am very pleased you are considering joining King Solomon International Business School. This  is an exciting opportunity 

to make a noteworthy difference to the staff and students.  

At King Solomon we endeavour to inspire our students to seek out the best from what life has to offer.   It is our aim to 

nurture students who are equipped and keen to make the most of the vast array of opportunities set out before them in 

school and beyond.  Our vision is to achieve academic excellence, develop students with exemplary character and to 

prepare students to effectively live, work and trade in the global economy, ensuring all students succeed. 

We are a vibrant and active school community where the school vision is centred on academic excellence and character 

development. As a Christian school, the virtues of the ‘Fruit of the Spirit’ are viewed as one of the c ore purposes of our 

work in terms of developing students exemplary character and having a caring and positive impact as a global citizen.  

The Christian ethos provides a framework for the kind of character we want our pupils to develop. We therefore seek to  

develop student’s ability to recognise good advice, make sound judgements, wise decisions and to be honest, just, fair 

and resourceful.  

King Solomon is a Free School which opened in September 2015 and caters to ages 4 – 19. Our Primary School is two-

form entry, and the year groups currently range from Reception to Year 6. Our Secondary School is a three-form entry 

and the year groups currently range from Year 7 to Year 13.  

Please explore our website and read the supplementary materials included in this job pack to find out more about us. 

The job description and person specification will show you an indication of the character we hope to recruit for this post.  

If you wish to follow us on the journey to develop students who are able to reflect critically upon the world around them, 

who adopt a responsible attitude towards global citizenship and who play an active role in helping to shape their own 

learning journey through school, I would be delighted to receive your application.  

Your application must be received by 27th September 2021 at 12 noon, via email to hr@kingsolomonibs.com  You must 

fill out our application as we do not accept C.Vs for this post. A cover letter will be accepted accompanying your 

application form, and this should outline your experience and achievements that prepare you for this role and show 

how you will make an impact in our school.   Interviews will take place w/c 27th September 2021.    

 

Yours faithfully, 

 

 

Ms I Abrahams 

Executive Head Teacher 

  

Lord Street,  
Birmingham,  
B7 4AA 
 
T: 0121 357 1905 
E: hr@kingsolomonibs.com 
W: www.kingsolomonibs.com 

King Solomon International Business School 

Education Excellence & Character Development  

mailto:hr@kingsolomonibs.com
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Post Title SEND Teaching Assistant Level 3 – Secondary 

Job Purpose To work under the instruction guidance of SENDCo to undertake programmes designed 
with the SENDCo and class teacher to enable pupils with SEND access to learning. Work 
may be carried out in the classroom or may regularly take place outside the main teaching 
area. 

 

Reporting to: Head of Secondary, SENDCo and Inclusion Lead 

Working time: 36.5 hours term time only and all Parent’s Evening. 

Grade Grade 3  

Responsible for: KS3 and KS4 students 

Liaising with: Head of Secondary, Heads of Year, Heads of Faculty, SENDCo, Inclusion Lead and 
relevant staff with cross-school responsibilities, relevant non-teaching staff and 
parents. 

Duties and 
Responsibilities  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 To support the Christian ethos of the school. 

 To support the school in meeting its legal requirements for worship. 

 To actively engage in the performance management review process.  

 To undertake any reasonable duties not mentioned in the above. 
 
Support the teacher by: 

 Creating and maintaining a purposeful, orderly and supportive environment, 
in accordance with lesson plans 

 Assisting with the display of pupil’s work 

 Using strategies, in liaison with the teacher, to support pupils to achieve 
learning goals 

 Assisting with the planning of learning activities on a regular basis 

 Monitoring pupil’s responses to learning activities and accurately recording 
achievement/progress as directed 

 Providing detailed and regular feedback to teachers on pupils’ achievement, 
progress, problems etc. 

 Promoting good pupil behaviour, dealing promptly with conflict and 
incidents in line with established policy and encouraging pupils to take 
responsibility for their own behaviour 

 Establishing constructive relationships with parents/carers and where 
appropriate participating in feedback sessions with parents alongside the 
teacher 

 Administering routine tests, invigilating exams and undertaking routine 
marking of pupil’s work 

 Providing clerical/administrative support e.g. photocopying, typing, filing, 
money, administration of course work etc. 

Lord Street,  
Birmingham,  
B7 4AA 
 
T: 0121 357 1905 
E: hr@kingsolomonibs.com 
W: www.kingsolomonibs.com 

King Solomon International Business School 

Education Excellence & Character Development  
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Other Specific 
Duties 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Other specific 
duties 
 
 

 
Supporting pupils by: 

 Supervising and providing particular support for pupils, particularly those 
with special needs, ensuring their safety and access to learning activities  

 Assisting with the development and implementation of Behaviour Care 
Plans 

 Under the direction of the SENDCo and using a developing knowledge of 
SEND skills: 

 Complete in-class observations and assessments 

 Help to develop individual and group learning programmes to respond to 
current and future needs 

 Monitor and contribute to the evaluation of the provision maps and EHCPs 
for children at SEND support or an EHCP 

 Keep accurate notes on progress and concerns to be used as evidence for 
the review process and statutory assessment as appropriate 

 To inform the SENDCo and teacher about individual children’s progress 

 Liaise with the SENDCo regarding the progress and future needs of children 
with SEND 

 Create a positive working relationship and environment conducive to 
effective learning for children with SEND 

 Attend and contribute meetings within School as required 

 Contribute to the overall ethos of the School acting as a role model and 
setting high expectations. 

 Participate in training, other learning activities and performance 
development as required 

 Use specialist skills and training to encourage children with SEND to benefit 
from the planned learning activities, including modifying the class teacher’s 
planned activities to meet the needs of specific pupils 

 Provide positive and supportive feedback to pupils and parents 

 Be aware of and comply with policies and procedures relating to child 
protection, equal opportunities, health and safety, confidentiality and data 
protection 

 Establishing constructive relationships with pupils and interacting with them 
according to individual needs 

 Promoting the inclusion and acceptance of all pupils 

 Encouraging pupils to interact with others and to engage in activities led by 
the teacher 

 Setting challenging and demanding expectations and promoting self-esteem 
and independence 

 Providing feedback to pupils in relation to progress and achievement under 
the guidance of the teacher 

 
Support the curriculum by: 

 Undertaking structured and agreed learning activities/teaching programmes 
and adjusting activities according to pupil responses 
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 Undertaking programmes linked to local and national learning strategies e.g. 
literacy, numeracy, early years, recording achievement and progress and 
feeding back to the teacher/SENDCo 

 Supporting the use of ICT in learning activities and developing pupil’s 
competence and independence in its use 

 Preparing, maintaining and using equipment/resources required to meet the 
lesson plans/relevant learning activity and assisting pupils in their use 

 
Support the School by: 

 Being aware of and complying with policies and procedures relating to child 
protection, health, safety and security, confidentiality and data protection, 
and reporting all concerns to an appropriate person 

 Being aware of and supporting difference and ensuring all pupils have equal 
access to opportunities to learn and develop 

 Contributing to the overall ethos/work/aims of the School 

 Appreciating and supporting the role of other professionals 

 Attending relevant meetings as required 

 Participating in training and other learning activities and performance 
development as required 

 Assisting with the supervision of pupils out of lesson times, including before 
and after School and at lunchtimes as required 

 Accompanying teaching staff and pupils on visits, trips and out of school 
activities as required and taking responsibility for a group under the 
supervision of the teacher 

 Support the development and effectiveness of team work within the school 
environment. 

 Develop and maintain working relationships with other professionals.  

 Liaise with parents as appropriate. 

 Review and develop own professional practice. 

 Work as required across the curriculum and in all key stages within the 
school in accordance with the role. 

 
There will be from time to time as appropriate with the Executive Head teacher or 
line Manager time limited tasks and such tasks will be associated with the 
development of, the school and its processes and systems. 
 
Observance of Excell3 Equal Opportunity Policy will be required. 
To play a full part in the in the life of the school community, to support its 
distinctive vision and ethos and to encourage staff and students to follow this 
example. 
 
Whilst every effort has been made to explain the main duties and responsibilities 
of the post, each individual task undertaken may not have been identified. 
 
Employees will be expected to comply with any reasonable request from a manager 
to undertake work of a similar level that is not specified in this job description.  



5 
 

 
Employees are expected to be courteous to colleagues and provide a welcoming 
environment to visitors and telephone callers. 
 
The school will endeavour to make any necessary adjustments to the job and 
working environment to enable access to employment opportunities for disabled 
job applicants and for any employee who may develop a disabling condition. 
 
Left to work within established guidelines subject to scrutiny by supervisor.  
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POST TITLE: Teaching Assistant 

Salary/Grade: 3 

PERSON SPECIFICATION  

 Essential Desirable 

Qualifications 
/Training  

Level 3 NVQ Teaching Assistant qualification is 
essential 

Willing to undertake job related training 

Experience working 
in a Secondary 
setting is desirable 

Relevant 
Experience 

Working with or caring for children of relevant age, 
with SEND or completion of the DCC TA Access Course 

Experience working with young people 

Have a genuine desire to become part of a committed 
team and a role model to students. 

Theory and practice of effective teaching and learning 
in Secondary. 

Implemented strategies to maximise progress and 
achievement for all children. 

Equal opportunities awareness and knowledge 

 

Knowledge and 
understanding 

Strategies to maximize progress and achievement for 
all children 

Knowledge and experience of SEND and safeguarding 
procedures 

Understanding of relevant policies/codes of practice 
and awareness of relevant legislation 

Ability to create a rich and safe learning environment 
for all students by establishing high expectations, 
promoting purposeful learning and creating plans 
based on the Foundation Stage or National 
Curriculum, schemes of work, and information from 
the assessment of students learning needs. 

 

King Solomon International Business School 

Education Excellence & Character Development  
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Skills and 
aptitudes 

Ability to assess the needs of individual students and 
accurately record and report their progress. 

Ability to manage groups of children and cope with 
challenging behaviour. 

Good oral and written communication skills. 

Time management and the ability to prioritise and 
manage workload effectively in a fast paced 
environment. 

Ability to build relationships at all levels. 

Ability to work under pressure and able to meet 
deadlines. 

Ability to understand and follow policies and 
procedures. 

Enjoy working as part of a team. 

  Flexible approach to duties. 

Reliability and punctuality. 

Have an artistic flair 
to create corridor and 
classroom displays 

Special 
Requirements 

An awareness of, and compliance with: policies and 
procedures in relation to Safeguarding, Health and 
safety, Confidentiality and Data Protection. 

Contributing to school life and building effective 
relationships with all members of the school 
community. 

Developing professional skills and knowledge through 
induction and continuing professional development; 
undertaking further qualifications if necessary 

Enhanced DBS clearance 
 
Compliance with all School and Trust policies 
 
Safeguarding and promoting the welfare and success 
of all students and young people.   

 

The implementation of equal opportunities practice. 

 

 

 


