Counties Manukau Kindergarten Association / ELCM 
Teacher Assistant Position Description

	Vision Statement

To be the best not for profit early childhood provider, in partnership with parents and community – recognising children as the heart of all we do.




	Position:


	Teacher Assistant

	Responsible To:


	Chief Executive Officer

	Directly Reporting To:
	Head Teacher / Centre Manager 

	Indirectly Reporting To:
	Education Manager/ Operations Manager 

	Working Relationships With:
	Teaching Team, Professional Practice Managers, Children, Families,   

Whānau, Association, Education and Support Agencies

	Primary Objective:

To effectively contribute to the teaching team in an environment that empowers children, staff, families and whānau.  

Key Accountabilities:

· Access appropriate advice and support through the Head Teacher/Centre Manager and Association administration and professional support team.

· Effectively complete delegated tasks according to the Head Teacher/Centre Manager.

· Ensure compliance with the Association policies and procedures.

· Contribute to ensuring high quality early childhood care and education is provided for every child in the kindergarten.

· Support the Head Teacher/Centre Manager in his/her management responsibilities 

· Work in support of the Association’s vision, values and strategic direction.


Responsibilities of Teacher Assistants

Teacher Assistants work under the advice and guidance of the Head Teacher/Centre Manager or 

designated Head Teachers/Acting Centre Managers. 

Teacher Assistant Duties 

· Support children to take an increasing role in their own learning and care

· Demonstrate flexibility and responsiveness

· Provide encouragement, warmth and acceptance to all children

· Develop an understanding of positive guidance strategies

· Maintain a safe environment that is conducive to learning

· Establish positive relationships with children that respect their individuality, culture and place in their community

· Establish positive relationships with Head Teacher, Qualified Teachers, support staff, families and whānau 

· Demonstrate skills for effective communication

· Co-operate with and seek support from colleagues

· To be involved in activities that contribute to the life of the kindergarten

· Participate in relevant professional development

· In an emergency Teacher Assistants may be required to be flexible regarding duties 

Additional Duties Include: 

· Prepare and maintain resources as required

· Assist with setting up and tidying the Centre environment 

· Support the centre programme under the direction and supervision of teaching staff 

· Assist with the routine needs of children

· Ordering resources 

· Update displays and noticeboards 

· Minor administration teaks (photocopying, filing, writing notices, etc.)

· Assisting with other duties that may arise from time to time

