
 
  



 
  



 
  



 
  



 
  



 
  



 
  



 
  



 
  



 
  



 
  



 
  



 
  



 
  



 
  



 
  



 
  

 
 

JOB DESCRIPTION 
 

Job Title Teaching Assistant – 9-month Placement through NCS Year of Service 
(15th April 2024 -15th January 2025)  

Job Holder (New position)  

Responsible to: Head of Skills 

Responsible for: N/A 

Hours: 35 hours per week 

Salary Band: £16,434 actual salary (£21,912 Pro Rata) 

 

Main Duties: 1. To support Post 16 students in the classroom, by working 
collaboratively with teaching staff to delivering engaging lessons. 
 

2. To ensure all students receive a high-quality curriculum by promoting 
the ethos, culture and vision of this unique intervention programme. 

  
Duties will include opportunities to develop essential skills, such as, 
supporting, encouraging, and motivating others; providing peer support to 
participants, to help engage and retain participants. Develop relationships 
and partnership building skills; working with a variety of partners and to 
come up with ideas for new connections to other likeminded organisations. 
 
This role is funded through UK Year of Service in partnership with NCS 
and the EFL Trust. UK Year of Service placements offer paid work that 
pays back. By joining this programme, you’ll become part of a member 
network across the country; all working to gain experience, develop skills 
and deliver a positive social impact. Find out more here  UK Year of 
Service | Paid work that pays back 
 
 

 
 

https://www.ukyear.com/
https://www.ukyear.com/


  

1. To support Post 16 pupils in the classroom, by working collaboratively with teaching staff to 
delivering engaging lessons. 

 

• Attend to student’s needs, including the implementation of personal learning programmes 
that may come from Educational Health Care Plans 

• Supervise and support young people in their access of learning. 

• Establish good relationships with students, acting as a role model and responding to the 
needs of each individual student. 

• To actively promote inclusive practice within the classroom setting. 

• Encourage and support students to engage, interact and participate in class learning 
activities.  

• Provide feedback to students in relation to progress and achievement in collaboration with 
the wider staff team. 

• Create and maintain a purposeful and orderly learning environment.  

• Assist in the planning of learning and engagement activities.  

• Work collaboratively with staff to identify and promote progress, achievement and barriers to 
learning.  

• Establish constructive relationships with programme partners.  

• Provide support in developing and supplying appropriate resources that enhance the delivery 
of engaging lessons.   

• Maintaining professional boundaries.  

• Work under the guidance of teaching staff, undertaking support programmes that enable 
access to learning.  

• Focus on encouraging students to actively participate in learning and classroom activities.  

• Provide learning support to individuals and groups whilst maintaining the support of the 
teaching staff.  

• Be agile in the approach to ensure you meet the needs of the individuals within the lessons.  
 

 
2. To ensure all students receive a high-quality curriculum by promoting the ethos, culture and 

vision of this unique intervention programme. 
 

• Undertake structured and agreed teaching programmes, adjusting activities according to 
individual pupil requirements and needs.   

• Help students to understand guidance and support whilst promoting positive learning 
behaviours.  

• Identify potential barriers to learning which can ultimately lead to a more positive learning 
experience. 

• Support students in the use of technology and develop students’ competence and 
independence in its use.   

• Assist in the development of individual education and behaviour plans, setting challenging 
expectations to achieve learning goals.  

• Promote good student conduct, encouraging pupils to take responsibility for their behaviour 
and actions.  

• Prepare and maintain equipment and resources required to meet learning activities and 
assist students in their use. 

• Ensure the policies and procedures of the Foundation of Light are maintained at all times to 
meet and exceed standards and expectations.  

• As a role model for young people, demonstrate positive behaviours whilst working 
collaboratively to challenge behaviours which are inappropriate.  

• Attend regular training opportunities to ensure we are delivering a ‘best in class’ experience 
for our young people.  

• Assist with the management of students outside the classroom e.g., lunch times, trips etc  

• Deliver one to one and group interventions as and when appropriate.  

• Encourage a warm friendly and safe environment 

• Support the delivery of wider Foundation of Light programmes 

  

 



 
  

Other duties: 

You will be required to undertake other duties from time to time as required.  

Any potential permanent changes to your role will be discussed, and agreement reached prior to 
being undertaken. You will be notified of any permanent change in writing.  In addition to your normal 
duties, you may be required to undertake additional or other duties as necessary to meet the needs 
of the Foundation of Light. 

 

 
Behaviour and professional expectations: 

• Maintain working practices in line with Foundation of Light Equality and Diversity, Health and 
Safety and Safeguarding policies; self-awareness of own responsibility in these areas  

• Ensure regulatory and legislative requirements are met at all times 

• Conduct should reflect the Staff Behaviour Policy (Code of Conduct); uphold Foundation 
core values (as shown below) at all times 

• Maintain the highest level of professionalism and confidentiality. 

• Attend working groups and CPD session as required 

• Build strong internal relationships 

• Work in collaboration with colleagues to achieve the end goal 

• Ensure positive organisational messages and culture are maintained 

• Contribute to good housekeeping across all Foundation sites and equipment 

• Follow the laid down policies and procedures at all times 
 

 

Supervision and CPD: 
 
The chosen candidate will have a full induction that all our staff receive upon commencing work with 
us. This includes: 
- Introductions with team 
- Reporting lines 
- Staff Structure 
- HR System – Booking annual, calling in sick, claiming expenses etc 
- Job role and description overview 
- Mandatory CPD & Training – Health & Safety, GDPR, Safeguarding, Equality & Diversity, --

Policies & Procedures Whistleblowing, Operations  
  
The participant will be assigned to a line manager who will ensure the progression, wellbeing and 
enjoyment of the participant and provide full support for them and their mentors during the duration 
of employment.  
  
They will receive monthly one-to-ones with their line manager who will identify further training and 
qualifications which will increase their knowledge, understanding and competence of their job role. 
 
This role is funded through UK Year of Service in partnership with NCS and the EFL Trust. The 
successful candidate will become a member of the Year of Service Programme  
UK Year of Service participants will receive 20% off the job training and support. This will include, 
but not be limited to; 
 
- Club Induction 
- Needs analysis, looking at areas the individual will want to develop and improve. 
- Access to Skills Builder and Youth Employment  
- CPD undertaken as a mandatory element, including Safeguarding, but also awards and 

qualifications linked to the sector. 
- A club mentor/weekly mentoring session 
- Reflection and action plan setting - Regular reviews with manager 
- Appraisal after 3 months 
- Employability skills and job readiness coaching  
- Attendance at 2 Member conferences, residentials with overnight stay 
- Formal and informal training – e.g., coaching qualifications. A digital member hub will provide 

opportunities for self-directed learning. 
- Online Learning Sessions: NCS will deliver online learning and insight sessions 
 
 

 



 
  

Equality, Diversity and Inclusion Statement: 
All individuals will be treated equally and fairly in the application of this procedure. All reasonable 
requests to accommodate requirements in terms of age, disability, gender reassignment, marriage 
and civil partnership, pregnancy and maternity, race, religion or belief, sex or sexual orientation will 
be made. 
 
Safeguarding Statement 
We expect all staff, volunteers and partners to share our commitment to maintaining a culture of 
vigilance, and believe that all staff, volunteers and partners have a responsibility to report any 
concerns about the welfare of any child, young person or adult at risk. 
 
Foundation of Light Values: 
Innovative, Passionate, Excellence, Collaborative, Integrity, Agile. 

 



 
  

 
PERSONAL SPECIFICATION 

 

 
Requirement 

Essential (E) or 
Desirable (D) 

How Assessed (CV, 
Interview, 

Observation) 

Skills and Abilities:  

Good Numeracy skills E A 

Good command of written and spoken English  E A/I 

Ability to work under pressure and to tight deadlines E I 

Confident with presentation and communication skills 
with the ability to influence, persuade and listen to 
others effectively 

E I 

Personal Attributes:  

Passionate about people and have a genuine respect 
for views, talents and expertise of others. 

E I 

Commitment to the Foundation of Light’s objectives 
and values  

E I 

Positive and enthusiastic E I 

Acts with integrity at all times. 
 

  

Punctual and reliable E I 

A willingness to learn and develop as an individual, 
through CPD  

E I 

Has high aspirations and highest possible standards 
for young people 

E I 

Non-judgemental, open-minded attitude E I 

Flexibility in working, and positive approach to change E I 

Employs a creative and imaginative approach to 
working 

E I 

Knowledge and Understanding:  

Willingness to learn and develop skills of working with 
children and young people with special educational 
needs and educational health care plans 

E A/I  

Willingness to learn and develop skills of for monitoring 
and recording learner progress, including Individual 
Learning Plans 

D A/I 

Willingness to learn and develop skills of learning 
styles and the development of young people 

E A/I 

Qualifications (or equivalent):  

Willingness to complete a Teaching or Classroom 
Assistant qualification) 

D A 

Willingness to complete Level 2 Functional Skills) D A 

 

 



 
  
 
  



 
  



 


