
 

 

JOB DESCRIPTION 
 
 

Job Description:   Lead Teaching Assistant  
Hours:     35 hours per week term time only (8am-3.30pm) plus 5 days 
Grade:     Grade 7, pt 11-14 
Reports to:    SENCo and Headteacher 
Key Relationships/Liaison with:  Teachers, other classroom support staff, Leadership team, SENCo,  
     parents, other agencies 

 

 
JOB PURPOSE 
 

The Lead TA will work under the direction and supervision of the SENCo and HLTA to assist with 
teaching and learning and associated activities in accordance with school policies and 
procedures.  This may include: assisting with planning, delivery and evaluation of learning 
activities; supporting in whole classes; and working with individuals and small groups of pupils. 

 
MAIN AREAS OF 
RESPONSIBLITY 

1. To support pupils with whole class learning activities, including identifying how the 
pupils can best be supported. 

2. To work under the supervision of the SENCo to plan, deliver and evaluate learning 
activities for small groups or individual pupils, providing feedback on pupil engagement 
and their achievement of the desired learning objectives. 

 
3. To support targeted pupils in class, in small groups or on a 1:1 basis and liaise with 

teachers and parents to ensure continuity and feedback of provision. 
 
4. To oversee the provision of support for targeted pupils at break and lunchtimes and to 

lead homework club provision. 

5. To help prepare, monitor and maintain a safe and secure learning environment in line 
with teacher’s lesson plans.  

6. To promote the development of pupil's self-reliance, self-esteem and emotional 
resilience.  

7. To promote, observe and report on pupil performance and development, using 
assessment strategies to improve learning.  

8. To support the physical, intellectual, emotional and social development of pupils, 
facilitating children and young people's learning and development.  

9. To promote the development of positive relationships and acceptable behaviour in 
accordance with school policy. 

10. To develop positive relationships with colleagues, providing consistent and effective 
support and working constructively as a member of the school staff team. 

11. To support pupils to improve their numeracy and literacy skills through focussed 
learning activities and more generally across the curriculum.  

12. To prepare and utilise ICT resources to support pupils learning.  

13. To prepare and support the use of learning materials, monitor and maintain curriculum 
resources, and create visual displays in order to ensure a relevant physical learning 
environment.  

14. To provide care and encouragement to children and young people with disabilities or 
special educational needs, supporting them to participate in activities and liaising, if 
required, with parents / carers / other professionals as appropriate.  



 

 

15. To provide support for pupils with EAL.  

16. To invigilate internal and external tests and examinations under formal conditions.  

17. To assist with the maintenance of pupil record keeping systems, including recording 
agreed updates to individual records.  

18. To communicate as appropriate with parents and carers about the care and education 
of their children, as directed by the school, including attending relevant parent 
evenings.  

19. To attend yearly Open Evenings. 
 
20. To be a Key Worker for named pupils and to liaise regularly with parents. 
 
21. To hold Performance Management reviews for named Learning Support Assistants and 

set targets. 

22. To encourage participation in structured and unstructured learning activities, including 
play (timetabled and during breaks if required).  

 
In addition to the above, the Lead TA will routinely undertake some or all of the following 

23. To assist with the organisation of cover for absent colleagues (teachers or support 
staff), for planned and unplanned absences. 

24. To support LSAs in identifying their own learning needs and help provide opportunities 
to address these needs as appropriate. 

25. To contribute to the development and review of policies and practices relevant to 
classroom support staff. 

 
Optional extra responsibilities, not affecting the grade 

26. To contribute to assessing and developing plans to meet the personal support needs of 
children and young people with additional requirements, and assist in the 
implementation and evaluation of the plans.  

27. To monitor attendance to identify any patterns of absence and lateness and work with 
colleagues and parents to seek ways of helping the pupil to attend school more 
regularly. 

28. To lead an extra-curricular activity under the direction of the school but with limited 
direct supervision.  

29. To escort and supervise pupils on educational visits and out of school activities, 
ensuring their health, safety and well-being.  

30. To undertake break and lunchtime supervision duties. 

31. To provide toileting support to pupils as necessary.* 

32. To support, as appropriate, in instances where pupils are unwell whilst at the college.* 
 

* these duties only to be included by negotiation with individual employees, and after 
appropriate risk assessment and training have been undertaken. 

 



 

 

SPECIAL 
FACTORS: 

(a) The postholder may be required to attend, from time to time, training courses, 
conferences, seminars or other meetings as required by his/her own training needs and 
the needs of the school. 

(b) Expenses will be paid in accordance with the Local Conditions of Service. 
(c) Undertake any other reasonable duties that are commensurate within the post as 

directed by the Headteacher. 
(d) An enhanced DBS check is an essential requirement. 

 

Statement 
 
The details contained in this job description reflect the content of the job at the date it was prepared. However, it is 
inevitable that, over time, the nature of the jobs may change.  Existing duties may no longer be required and other 
duties may be gained without changing the general nature of the post or the level of responsibility entailed. 
Consequently, the school will expect to revise the job description from time to time and will consult with the post 
holder at the appropriate time.  
 

This job description is current at the date below, but will be reviewed during the annual appraisal when your 
roles and responsibilities are discussed.  Following consultation with you, a change may be made to reflect or 
anticipate changes in the job requirement, which are commensurate with the job title and grade. Any increased 
responsibilities may result in an upgrade dependent upon job evaluation.  
 
   Signed       Signed 
   _______________________________                    _______________________________ 
                         Headteacher 
 
 
   Date                     Date 
   _______________________________                                       _______________________________ 
 
 

 


