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	Job Title:   

Resource Assistant

	Department: 


	Division/Section:

Salisbury School

	Job Number:



	Grade:  Scale 3
	Date last updated: 




	EQUALITY AND DIVERSITY

	We are committed to and champion equality and diversity in all aspects of employment with the London Borough of Newham.  All employees are expected to understand and promote our Equality and Diversity Policy in the course of their work.  


Overall Purpose of Job

To support the administration of curriculum resources for teachers under their direction having due regard to the school’s aims, objectives, schemes of work and policies, and relevant national requirements.

Person Reports To:
Strategic Leaders, with work directed by all staff in receipt of Teaching and Learning Responsibilities.

Person Supervises:
No supervisory responsibility

Job Context

Key Tasks and Accountabilities

Key tasks and accountabilities are intended to be a guide to the range and level of work expected of the postholder.  This is not an exhaustive list of all tasks that may fall to the postholder and employees will be expected to carry out such other reasonable duties which may be required from time to time.

1. To undertake the following duties with minimal supervision, demonstrating a through knowledge of the work areas and a degree of independence of action and initiative.

2. To provide assistance for the management and placement of orders for goods and services, checking delivery documents against invoices for areas relating to the teaching and learning responsibilities within the school.  In the absence of the post holder, to maintain accounts and checking the financial position of the budget within the post informing the post holder accordingly.

3. To organise resources and develop systems which enable teachers to access a full complement of resources for effective teaching and learning.

4. To undertake typing, photocopying, copy printing and duplicating.

5. To maintain catalogues of resources and their uses and keep basic records.

6. To produce displays and maintain classroom equipment and curriculum resources in consultation with teachers having teaching and learning responsibilities.

7. To use a range of equipment, including computers, reprographic machines and other resources.

8. To help create and maintain a stimulating learning environment in which to work. 

9. Assist the phase leaders and educational visits assistant to carry out routine clerical tasks e.g. collecting trip money, keeping a record of this and distributing letters.

10. Attend training sessions relevant to the post.

11. To work alongside other adults, including teachers, trainee teachers and other support staff.

12. To maintain confidentiality at all times with regard to all aspects within the school.

13. Other appropriate duties relevant to the purpose of the post and within the grading and competency of the post holder, as reasonably required by the teacher/Head Teacher.

_______________________________________________________________

Person Specification

	Job Title:
Resource Assistant

	Department:



	Division/Section:

Salisbury School

	Job Number:

	Grade: Scale 2
	Date last updated: 




	IMPORTANT INFORMATION FOR APPLICANTS

	The criteria listed in this Person Specification are all essential to the job.  Where the Method of Assessment is stated to be the Application Form, your application needs to demonstrate clearly and concisely how you meet each of the criteria, even if other methods of assessment are also shown.  If you do not address these criteria fully, or if we do not consider that you meet them, you will not be shortlisted.  Please give specific examples wherever possible.

 


	CRITERIA


	METHOD OF ASSESSMENT

	EQUALITY AND DIVERSITY

	We are committed to and champion equality and diversity in all aspects of employment with the London Borough of Newham.  All employees are expected to understand and promote our Equality and Diversity Policy in the course of their work.  

	KNOWLEDGE:


	Application Form/ Interview/ Certificate/Test (delete as applicable)




	QUALIFICATIONS:

	Application Form/ Interview/ Certificate/Test (delete as applicable)



	EXPERIENCE:

	Application Form/ Interview/ Certificate/Test (delete as applicable)



	SKILLS AND ABILITIES:


	Application Form/ Interview/ Certificate/Test (delete as applicable)



	PERSONAL STYLE AND BEHAVIOUR:


	Application Form/ Interview/ Certificate/Test (delete as applicable)

	OTHER SPECIAL REQUIREMENTS:

	Application Form/ Interview/ Certificate/Test (delete as applicable)


W:\HeadTeacher\Job specs\Job specs\job descriptions\Resource Assistant new.doc

