EDUCATION ASSISTANT — EARLY LEARNING

JUNIOR SCHOOL

JOB DESCRIPTION

Reports to: Kindergarten Teacher & Pre-primary Teacher
Responsible Executive: Head of Junior School

Employment Conditions:  Educational Services (Schools) General Staff Award 2010

POSITION SUMMARY

Education Assistants work under direct supervision performing routine tasks within the Early
Learning Centre in the Junior School. Such competencies will be used within established routines,
methods and procedures that are predictable. Employees may develop some autonomy relating to
their level of competence, experience and knowledge.

Education Assistants provide classroom focused support to enable; the delivery of high quality,
student focused learning programs, to ensure the learning environment is inclusive and relevant,
appropriately resourced and maintained, with the health and safety of students a high priority and
through the pastoral care role, students at risk have an increased participation rate and are better able
to utilise the education program.

ESSENTIAL CRITERIA

1) Education & Training
e Certificate III in Education Support or equivalent

1i) Core Competencies (Knowledge, Skill & Experience)

Technical
e The ability to build relationships with students

e Are willing to uphold the ethos and values of the Uniting Church and uphold the
ethos, values, policies and practices of the College

e Strong communication and organisational skills
e Show professional integrity and a passion for education
e The ability to work effectively in a team-oriented, collaborative environment
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e Are conversant with key educational issues

e The ability to display empathy with, and understanding of young people

e A commitment to pastoral care coupled with knowledge of social issues that affect
young people

e Experience with assistive technologies is desirable but not essential

e Has experience in early years education

1ii) Additional Requirements & Values
e Department of Education Police clearance
e Working with Children (WWC) Clearance
e DPossess energy and a sense of humour

e Be willing to uphold the ethos and values of the Uniting Church and uphold the
ethos, values, policies and practices of the College

e Show professional integrity and a passion for education

CORE RESPONSIBILITIES & TASKS

Under teacher direction, the Education Assistant can be expected to perform tasks within the
following range.

CLASSROOM SUPPORT

e Assist students, where necessary, in the playground at recess and lunch

e Assist in the planning and preparation of the ongoing curriculum (i.e. reflections on the observations of
the children)

e Assist with the collection, preparation and distribution of teaching materials

e Prepare the classroom and outdoor equipment as required by the teacher, including preparation and
cleaning away of teaching materials and equipment.

e Maintain the classroom in a tidy condition, as necessary
e Assist teacher with classroom activities as directed and supervised by the teacher
e Assist on school excursions, sports days and other out of classroom activities

e Assist the teacher with the general care and wellbeing of students, including attending to students with
minor illnesses e.g. colds, or students in need of minor first aid.

e Assist with arrival and departure of children

e Know each student, displaying warmth, openness and personal support

e Monitor behaviour development and report to teacher any circumstances that may lead to poor behaviour
e Model exemplary pastoral care and promote positive relationships

e Assist the teacher in the preparation and distribution of food for students’ morning tea

e Assist students undressing, bathing, dressing, toileting and, where necessary, clean soiled clothing and areas
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COMMUNICATION & ADMINISTRATION

e Assistin the documentation the learning of individuals and/or groups both in a written and visual form.
This is an adjunct to the formal records maintained by the classroom teacher

e Participate in professional development relevant to the position

e Maintain professional confidentiality

e Communicate with parents to promote a positive partnership between home and school

e Maintain excellent collegial relationships

e Assist with the management of resources by maintaining and updating inventory lists, monitoring stock
levels and requirements and reporting these to the teacher

e Provide administrative support in accordance with school policy

e Work within the frameworks of the IB PYP and Reggio Emilia philosophies

This job description is intended as a guideline to illustrate the main job responsibilities. It is not
intended to be an exhaustive list and may change within the scope of the role at the Manager’s
discretion. Employees may also be required to undertake other reasonable duties as directed.

Employee Name: Employee Signature: Date:
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