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Job Description
Classroom Assistant
Job Purpose

To support the tutors for Sunshine Children’s Centre Charity (1126230) during class times and act as a support for learners as they journey with us and grow in confidence. Covering Watford and surrounding areas, we operate from the charity Head Office and other schools or “Children’s Centres” in the area. The charity is accountable through a Charity Board of Trustees.

The successful candidate will undertake the following functions:

Description of duties

Help learners to register on the charity website.

Help learners use the Go-On site and answer technical queries.

Register learners using the monitoring forms provided at the start of each session.

Collect paper or ink for the printers in order to keep the flow of class activities.
Be aware of Health & Safety and Fire procedures.

Pass messages between the office and teaching staff, to enable class to continue.

Liaise between the crèche staff and teaching staff if needed
EQUALITIES

· Understand and value the diversity of the communities served by Sunshine Children’s Centre Charity.

· Ensure that the Centre provides equality of access to opportunities to learn and develop for all children and families.

CRIMINAL RECORDS BUREAU

· This post is classed as having a high degree of contact with children or vulnerable adults and is exempt from the Rehabilitation of Offenders Act 1974.  An enhanced disclosure will be sought through the Criminal Records Bureau as part of Hertfordshire County Council’s pre-employment checks. Please note that additional information referring to the Criminal Records Bureau is in the guidance notes to the application form.  If you are invited to an interview you will receive more information.

ADDITIONAL INFORMATION

· The post is PART TIME; voluntary through Sunshine children’s Centre Charity (www.sunshinecharity.com) Hours of work will be 12pm-4pm and subject to the policies contained within Sunshine Children’s Centre Charity volunteer handbook.

· Flexibility in the hours of work will be necessary in order to meet the needs of the service. Additional hours may be required on occasion in negotiation with the Chief Executive or in his absence, the Trustees. This could include Saturdays or evenings.

ORGANISATION CHART

· The CEO has direct line management responsibility.
· Please refer to the developing Organisational Chart
· Sunshine Children’s Centre Charity has a clear vision that has been developed through Trustees & partners.
SUPERVISION

· All charity staff team members are accountable to the Chief Executive.

WORKING ENVIORNMENT

· Working with very young children in a variety of settings may require additional cleaning and tidying, especially around your own workspace. Responsibility for keeping the office workspace is everyone’s responsibility.
Job Details
The successful candidate will receive details of new learners from the Induction Officer, register learners and keep registers up to date, before and after each session.

A one or two day programme of computer registration & Assessment requires the Classroom Assistant to complete a simple manual Learner Achievement form and assist learners to register online as a new user.

Once learners become familiar with how to use the programme, the Classroom Assistant will be on hand to answer technical queries, ensure that the equipment is working correctly and ensure a supply of ink, paper and internet connections are maintained. We have a Service Agreement with our computer IT support provider and we will give access to telephone numbers to deal with any immediate queries.

We would like to support individuals to gain recognized qualifications, this also includes training the tutors and classroom assistants.

Sunshine Children’s Centre Charity is a family friendly organisation.

Classroom Assistant Person Specification

Essential Skills

· Good communication skills

· Ability to work as part of a team and on own initiative

· Having completed the MYGUIDE computer sessions to have an overview that allow support to new learners.
· Able to ask learners to complete monitoring forms and sign-in
· A friendly disposition that ensures learners feel comfortable
· Able to communicate effectively with team members and the public.

· Willing to undertake training as required by the Chief Executive Officer
· Willing to undertake an Enhance CRB check

· Willing to undertake the Preparing to Teach in the Lifelong Learning Sector (PTLLS) qualification
Desirable

· Ability to navigate around Sunshine Children’s Centre Charity Website
· Have an empathy with complex family issues

· Experience volunteering
· Experience of computer programmes or a willingness to learn
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