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[bookmark: _GoBack]Job Description and personal specifications

According to Ceplenski (2013), the primary and main purpose of job description is to advertise the key skills required to carry out a particular role in the work place. This enabling potential candidates to refer to their own personal skills and identify those that match. This may be considered a process of elimination, but allows for the employer to ensure the correct people are hired for the correct role. (Kenndey, 2014).
Well written and clearly formulated job descriptions can be considered communication tools, as they translate the expectation from the employer to the employee of the duties, competencies and responsibilities for that particular role, in addition to any educational achievements.

Literature (Recruitment and Selections, 2005), states that job descriptions allow employers to create a profile for the type of individual they seek to carryout these tasks, and in this way acting as a advertisement to attract suitable candidates. It can also be argued that specification delve into greater detail to provide key skills, experience and responsibilities of the role.
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Charlene Samson                                              
8 Audley House, 3 Rutledge Road Grove, Surrey, CR5 1EP Email: charlenesamson@hotmail.co.uk
 Mobile: 07943147759     Tel: 02086689273
OBJECIVE: To enhance teaching experiences and gain further opportunities to enter into educational roles.   
PROFILE: I strive for excellence in whatever I do and have demonstrated this by achieving a 1st Class Honours Degree in Education Studies, and achieving PGCE with Master credits. I possess excellent listening and communication skills and pride myself on my time management and organizational skills, thereby enabling me to work with minimum supervision. I am creative and imaginative, and know how to apply these skills in the classroom in order to motivate and inspire children to learn.  
KEY SKILLS AND EXPERIENCE
· Successful delivery of high quality teaching to children aged 3- 11 years in a classroom setting.    
· Confident use of Assessment for Learning cycle (AFL).
· Strong subject knowledge across the curriculum.
· Regular use of informal assessment strategies including higher order questioning, observations and listening in.
· Expereience of teaching children with Special Educational Needs (SEN).
· Planned, lead, resourced, delivered and evaluated lessons and activities for pupils in Early Years, Key Stage 1 and Key Stage 2.
· Proven ability to explain and describe things effectively, promoting progress and enabling learning by giving clear tasks and helping them to understand their goals.
· Experience of providing one to one support for less able children, through scaffolding strategies and techniques.
· Experience of teaching children presenting behavioural issues, supporting them to improve their self-regulation.
· Consistent in delivering an applied understanding of behaviour management strategies in and outside the classroom.
· Involvement in the implementation and application of behaviour intervention plans.
· Effective use and understanding of differentiation in planning.
· Devised activities to accommodate different learning styles, including role play and discussion groups.
·  Incorporation of visual and auditory cues to help children make transitions in their learning.
· Proven ability to successfully improve pupil performance in language and communication by using guidance and instruction as part of an Enrichment Programme.
· Incorporation and application of ICT across the curriculum, using Whiteboards and digital or video cameras.
· Regularly liaise and interact with parents in relations to children’s progression.
·  Proven commitment to developing teaching and learning in accordance with school policies and procedures.
· Engage, participate and contribute to staff meetings, sharing information and ideas.
· Consistently work in a shared and collegial way with other staff.
· Proven awareness of legislation relating to the safeguarding of children and how to apply this in practice when supervising children within a work setting.
WORK HISTORY
Feb 2016 – May 2016: Supply Class Teacher (EYFS / KS1/ KS2), Via Engage Education Second Floor Meridien House, 71 Clarendon Road, Watford 
Working a supply teacher for primary schools across Merton, Wandsworth and Croydon I have gained a wealth of experience teaching across all key stages, providing emergency cover to schools on a daily basis. Within this role I have perfected applied teaching strategies, and developed excellent relationships with heads across various schools in and outside of Croydon Borough. I have worked collaboratively alongside senior leaders, NQT’s, and support staff to provide quality teaching to children. I enhanced skills in confidently and effectively delivering lessons from teachers planning, as well as often utilising my own skills when planning, delivering and resources lessons across all key stages. As a result I have gained experience of managing children exhibiting very challenging behaviour, and effectively responding to children with varying ability levels and needs.  
Sept 2015 – Jan 2016: Higher Level Teaching Assistant (EYFS/KS1/KS2), London Borough of Croydon, Cypress Primary School, Cypress Road,  South Norwood
Although, hired in the capacity of a Level 4 HLTA, I operated within the school as a PPA cover teacher. My role mainly consists of covering staff absences, PPA for the Senior Leadership Team and staff training. I effectively contributed to planning, preparing and delivering lessons across all key stages including EYFS. I successfully monitored and assessed pupils’ performance including recording and reporting pupils’ achievement, progress and development. In this role I have utilised my professional and specialist skills developed during my PGCE to support pupils’ learning. I effectively provided objective and accurate feedback and reports on planning detailing the achievement, progress and other matters, regrading pupils whilst ensuring the availability of appropriate evidence. Working across different classes and key stages I have developed an exceptional ability to anticipate and manage behaviour constructively, promoting self-control, self-monitoring and independence amongst those I teach. I also confidently administered marked and invigilated tests in both Literacy and Mathematics.
Summer Term 2014/2015: Learning Assistant (KS1), Harris Academy Merton Primary, Mitcham
Working as a member of support staff via Engage Recruitment Agency I worked in a year 2 class providing academic support to children who were challenged in Maths and English. I took a strong role in monitoring and managing behaviour management. During my time at Harris Academy I administered Year 2 SATS to all year 3 classes, and contributed ideas to year group planning, and daily class planning. I was a valued member of the team, and worked harmoniously with my class teacher and all other staff members, including senior leadership. 
April 2014 – November 2014: Student Teacher (KS1 & KS2), Parish Church Infants and Junior School, Croydon, Surrey
Throughout my second school experience I established positive relationships with both pupils and staff. I enthusiastically followed the schools procedures when supporting the children’s learning. During 14 weeks teacher training I worked closely with groups of children in year 3 that required support in Mathematics through and Enrichment Programme, as well as planning, leading whole class maths, science and literacy lesson. Whilst training in year 2 I successfully planned, resourced, lead and evaluated lessons across the curriculum, demonstrating an ability to apply differentiation in planning and delivery through questioning, observations and tasks. I also contributed to weekly team planning, taking part in, and organising activities such as Science Day, Sports Day and assembly’s. Additionally, I planned for and supported grouped and individual reading activities. Throughout my experience I developed essential teaching skills such as Assessment for Learning, a range of behaviour management strategies, higher order questioning, creative and active learning, the effective use of teaching assistants and support staff and most importantly, reflective practice.
November 2013 – February 2014: Student Teacher, Kensington Avenue Primary School, Norbury, London
As a student teacher specialising as and Early Years Practitioner I successfully completed my first school experience in Reception. Collaborating with teachers in a diverse community school I engaged closely with children who spoke English as a second language (EAL). During the last 5 weeks of a 13 week training programme I assumed the responsibility for teaching as if I were an NQT in the setting. I successfully planned, resourced and evaluated lessons, as well as proactively taking leadership within my team making sure that all areas of the learning environment were well resourced. I gained exceptional organisational skills essential for preparing and coordinating the Early Years setting. During team planning, I took responsibility for leading the process and drew on my team members’ strengths and expertise to create weekly and daily plans. I consistently considered indoor and outdoor provision and was responsible for assessing children’s learning with team input and regular consultation, which supported the process. Additionally, I carry out daily interventions with a chosen focus child, and gained experience in recorded the progress made, developing my skills for Assessment for Learning.
June 2013 – July 2013: Volunteer Teaching Support Assistant, Parish Church Junior School, Croydon, Surrey
Within this exciting role, I supported the class teacher and helped children with their educational and social development, both in and outside of the classroom. I took responsibility for preparing resources in the classroom ready for lessons, listening to children read during independent reading sessions, and reading to the whole class at the start or end of the day. I regularly helped children who needed extra support to complete tasks, in particular, children with English as a second language. I worked with the class teacher when planning learning activities and contributed to pupil’s progress records. I gained experience in managing whole class behaviour and supervised group activities on a daily basis. I assisted in clearing away materials and equipment after lessons, as well as outings and sports events. I contributed ideas in weekly staff meetings and participated in daily planning. In this role I gained experience and understanding of classroom set up, teachers’ role and developed essential skills for behaviour management.
Summer 2010;2011: Learning Support Assistant, Simba Education, Montego Bay, Jamaica                                                                                                         I  planned activities, accompanied pupils on outdoor trips, assisted teachers in a primary school classroom and supported pupils with basic literacy, numeracy and the development of social skills. I was also required to participate in daily meetings. I interacted with Directors and liaised with team members and parents.  Other duties included composition of letters and organising presentations.
October 2006 – October 2008: Registrar of Births Deaths & Marriages, London Borough of Bromley.                                I successfully organised, prepared and managed Citizenship Ceremonies, and conducted and registered Marriages. This work involved, public speaking, liaising with dignitaries, such as the Local Mayor. I successfully completed the effectual training of temporary and cover staff. My customer service training coupled with the use of my effective communication and people management skills equipped me with the tools to cope with problems and challenging situations.
Volunteer Work:
I worked both paid and voluntarily for Simba Education (currently known as AETA). My voluntary role included the same activities and duties as my paid role above.                                                                                                                                                                                                                                                                      

EDUCATION

Date    		Location			Qualification	    			Grade   
1998-99	Westwood High School     	9 GCSE’s (incl Eng,Maths, Sci)	A-Cs
1999-02	Wandsworth South Thames	BTEC National Music Technology	Distinctions
2009-12	University of East London	BA Hons Education Studies		1st Class
2013- 2014      Goldsmiths College                PGCE Primary (3-7)			Pass (with MA credits)

ACHIEVEMENTS

· Throughout my teacher training I have received exceptional grades at Masters level excelling in studies relating to the importance of creativity in teaching as well as Early Numeracy. I have drawn on this knowledge and understanding and applied this in the classroom. I have successfully completed both school placements achieving an Outstanding Level and exemplary commentary.

· One of four students specially selected by the University of East London to work closely with University Professors and Special Needs Teaching Staff in the Netherlands. Forming part of group carrying out a comparative study on Educational Issues and Special Educational Needs in the UK and Netherlands, my research skills and techniques were developed and skilfully applied to collate evidence for the purpose of a successful and informative presentation to fellow students in the UK.

· As an Alumni of East London University I conducted presentations to attending and perspective students. This provided me with the opportunity to demonstrate my ability to carefully structure and organise my ideas into PowerPoint presentations, and gain experience of public speaking. My forward planning was vital for progressive and well-paced delivery. This enabled me to utilise my excellent communication skills, as well as creating a good working relationship within a team.

· Accompanied the Field Leader of the Cass School of Education and Communities to student’s advice and guidance sessions held at University of East London, where I supported and assisted third year students in preparation for their Dissertations.
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