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“The excellent level of achievement is the successful fulfilment of the School’s aims to foster the pursuit of high standards and the encouragement to
become successful learners.” - Latest ISI Inspection

Our School
Founded in 1910, Micklefield School is a leading, non- The School has a Christian ethos but welcomes
children of all denominations, faiths and cultures.
selective, independent preparatory day school for
boys and girls aged from 2 years 9 months to 11
The standard of teaching and learning at Micklefield
years located in Reigate, Surrey.
School is exceptional, and the strength and depth of
Our vision is to be a forward-thinking school that de- the Senior Leadership Team, the teachers, teaching
assistants and other school staff are evident. The
livers the very best educational experience for our
pupils are happy, nurtured, well-mannered and
School Community.
quietly confident. The School benefits from the support of involved Governors and parents.
Our mission is to be a vibrant independent school
with a warm, family environment. We are
committed to maximising the potential in each child
by focusing on them as individuals; whilst encourag- The role
ing our children to thrive and achieve through a rich,
broad and ambitious curriculum. We aim to develop We are seeking to appoint a Teaching Assistant to
happy, confident and well-rounded children who are work in our Lower School (Reception to Year 2) to
future ready with a life-long love for learning.
support access to learning for pupils and provide
general support to the teacher in the management of
At Micklefield, we are proud to be a family school
pupils and the learning environment.
with a strong culture of kindness. We are dedicated
to encouraging our children to develop a love of
You will work alongside our committed team of staff
learning and to discover their own strengths in a
who are dedicated to delivering a well-planning and
caring atmosphere where every person is valued.
exciting curriculum. The ideal candidate must have
We aim to develop skills for life through our values
experience and a passion for working with children as
of: kindness, respect, resilience and responsibility.
well as providing learning experiences for them.

Job Description - Teaching Assistant
Key responsibilities
GENERAL DUTIES OF ALL STAFF
• To share in the corporate responsibility for the pastoral
care, welfare and discipline of all pupils at Micklefield
(including Belton House Nursery) with reference to the
school’s commitment to Child Protection and Safeguarding Policies, including the requirements of Keeping Children Safe in Education.
• To support and promote the VISION of the school to
deliver the very best educational experience.
• To embrace fully the MISSION of the school to develop
happy, confidence and well-rounded children who are
future ready with a life-long love for learning.
• To uphold our core VALUES of kindness, respect, responsibility and resilience.
• To promote and fulfil the AIMS of the school.
• To contribute to the development, implementation and
evaluation of the school’s policies, practices and procedures.
• To ensure that corridors, classrooms, pitches and all
other school areas are safe places for the children, reporting any hazards to the appropriate authority.
• To support school functions and activities whenever
possible, and to take an active part in the extracurricular life of the school and its pupils.

SUPPORT THE TEACHER
• Prepare classroom as directed for lessons and clear
afterwards and assist with the display of pupils’ work.
Attend school for INSET days each term and be available for classroom organisation at the commencement
and closure of each term.
• Be aware of pupil problems/progress/achievement and
report to the teacher as agreed each term.
• Undertake pupil record keeping/observations as requested.
• Support the teacher in managing pupil behaviour, reporting difficulties as appropriate.
• Gather/report information from/to parents/carers as
directed.
• Provide clerical/admin support e.g. photocopying, typing filing.
• SUPPORT THE CURRICULUM
• Support pupil to understand instructions.
• Support pupils in respect of Micklefield’s teaching and
learning strategies, e.g. Literacy (through Read, Write
Inc. scheme) and Numeracy as directed by the teacher.
• Support the use of ICT in learning activities and develop
pupils’ competence and independence in its use.
• Prepare and maintain equipment/resources as
directed by the teacher and assist pupils in their use.

Main duties and responsibilities
SUPPORT THE SCHOOL
• Attend relevant meetings as required by the
SUPPORT THE PUPILS
Headmaster.
• Attend to the pupils’ personal needs, and implement
•
Participate in training and other learning activities and
related personal programmes, including social, health,
performance development as required.
physical, hygiene, first aid and welfare matters.
•
Assist with supervision of pupils out of lessons, includ• Supervise and support pupils ensuring their safety and
ing before and after school at break-times and at
access to learning.
lunchtimes.
• Establish good relationships with pupils, acting as a role
model and being aware of and responding appropriate- • Accompany teaching staff and pupils on visits, trips and
out of school activities as required.
ly to individual needs.
•
The School is committed to safeguarding and
• Promote the inclusion and acceptance of all pupils.
promoting the welfare of children and young people
• Encourage pupils to interact with others and engage in
and expects all staff and volunteers to share this
activities led by the teacher.
commitment.
• Encourage pupils to act independently as
appropriate.

The Candidate Profile & Personal Qualities
The successful candidate is likely to meet and/
or demonstrate the following characteristics:

•

Essential

•

•
•
•
•
•
•
•

Able to organise workload
Able to communicate effectively with students, parents and other staff
Able to motivate and encourage students
Able to use photocopier, computer, video
and digital camera
A passion for working with children with a
positive can-do attitude.
Sound understanding of child development,
and of children's needs.
Ability to work with parents and families to
encourage their involvement.

•
•

Commitment to equal opportunities and an
understanding of equality and diversity
issues.
Evidence of continuing professional
development.
Able to maintain strict confidentiality.
Polite, approachable and confident with
people at all levels

Desirable
•
•

•

Current paediatric first aid certificate.
Has a minimum of 2 years relevant
experience
NVQ Level 3

Employment Terms & Conditions
Job title: Teaching Assistant
Responsible to: Head of Lower School
Hours: Full time (35 weeks term-time + inset days)
Salary: up to £20,000 actual, depending on experience and qualifications

Application Process
Interested candidates are invited to complete the application form (CVs will not be accepted on
their own) together with a short covering letter addressed to Mr Talha Khan, Bursar, which explains your motivation for applying.
Candidates should send both documents by email marked Private & Confidential, care of the
School Office at Micklefield School, 10 Somers Road, Reigate, Surrey, RH2 9DU;
hr@micklefieldschool.co.uk.
The deadline for receipt of applications is noon on Monday, 23 May at midday

Process following submission of the application form
• All applications will be acknowledged by email. If you have not received acknowledgement

that your application has been received within two working days of sending it, please contact
the School Office by telephone - 01737 224 212.
• Monday, 23 May : afternoon – All applicants will be informed on whether or not they have

been selected for interview.
• Tuesday, 24 May/Wednesday, 25 May - Interview, with tests and tour of the School.
• By Friday, 27 May - Offer made.
• 2 September 2022 - Start date.

Micklefield School is committed to safeguarding and promoting the welfare of children and young people and
expects all staff and volunteers to share this commitment. Applicants will be required to undergo safeguarding
screening appropriate to the post of Assistant Bursar, including checks with past employers and the Disclosure
and Barring Service (DBS), sight of original qualification certificates,
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