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Job Description

Title of Job: Teaching Assistant
Department: Learning Support
Reports to: Class Teacher
School: Herbert Thomson Primary School
Location: Plymouth Wood Raod, Cardiff, CF5 4DE

Role Summary
	We are seeking a dedicated teaching assistant for supporting classroom teachers in secondary school settings. This role demands application of structured frameworks of teamwork to group activities of students and collaboration in classroom.

Key Responsibilities
· Provide facilitation for small-groups for learning lessons,peer activities and classroom projects. 
· Assess and document group dynamics of students, providing structured feedback to class teachers regarding progress of students.
· Supporting classroom grading and assessment by examining balancing of roles, student collaboration, and reduction of communication barriers.
· Guide students in identification of role gaps within their study groups, and advise them regarding practical structural interventions.
· Provision of assistance to students in resolving the issues of communication, including noise and misinterpretation during group tasks.
· Attending weekly staff meetings and moderation sessions with class teacher.
· Lunch time supervision

Person Specification
Essesential 
· At least QCF Level 2 qualification in Supporting Teaching and Learning 
· Strong skills for oral and written communication, suitable for classroom settings.
· Capability to giving constructive and timely feedback to students and staff.

Desirable:
· Prior experience in mentoring, teaching, or training.
· Experience of working with children and young individuals within an educational setting.

Terms
Part-time work (10 hours per week).
Rate of Pay: £70 per day
 Anticipated month of joining: August 2026























AI Acknowledgement 

I confirm that I have not presented any AI-generated text as my own work. I confirm that I have copies of my drafts, notes, and other resources used before and after the use of AI tools, which may be requested as evidence.



Cover Letter
Dear Hiring Manager,

I am applying for the role of TV producer having twelve years of experience of production in my home country, producing entertainment programmes, and debate shows, along with overseeing editing and filming workflows.

Producing a debate show needs management of individuals with diverse personalities under strict deadlines. I learned to manage conflicts between researchers and hosts into a productive discussion, instead of personal friction.

In my editing team, I noticed that programme used to start in a brilliant manner; however, was rushed towards completion. For resolving this issue, I stepped into the role of Completer Finisher, which contributed to a reduction of post-production errors by 30%.

When several channels of communication resulted in conflicts related to versions of script, I introduced one single approved communication channel with mandatory read receipts, which eliminated confusion. On set, I start each day by asking each member of crew to voice concerns. This practice has caused significant reduction in mistakes on set, and had improved morale of team members.

Thank you for your considerations. I look forward to the opportunity for discussing how my working experience is aligned with needs of your team.

Sincerely,
Mohammad Sahel Wafa Atayee







CV

Mohammad Sahel Wafa Atayee 
Cardiff
E: mohammad.sahilwafaatayee@gmail.com  M:07773132735 
 
PERSONAL STATEMENT 	 
Dedicated and driven individual seeking a position where I can develop my skills and career. Previously I have worked in media production which gave me the experience of working collaboratively as part of team and in a fast-paced environment. Hardworking and fully committed to completing tasks diligently and to a high standard. Fully flexible and adaptable to new ways of working, able to take on any further training as needed for my role.
KEY SKILLS
· Communication written and verbal, including the ability to build rapport easily
· Time-management and prioritising workload to ensure daily tasks are completed to correct deadlines
· Organisational skills, able to plan and organise myself and others
· Multi-tasking, the ability to handle multiple tasks with ease and precision
· Managing conflict, the ability to adapt communication to the needs of others and actively listen
PROFESSIONAL EXPERIENCE 

August 2020 – July 2022 	                                                    Producer: BBC Media Action 
· Producing peace inspirational video clips for social media  
· Edit inspirational video clips 
· filming the Open Jirga debate live show and filming outdoor recording
· Floor managing the Open Jirga programme debate in the studio.  
· Giving monthly reports for the project team, including recording date, the topic  of the programme, panelists and broadcasting date.  
August 2018 – July 2020 	 	Senior Producer: Afghanistan Youth TV 
· Researching topics according to the needs and wishes of youth. 
· Making scripts for youth programmes according to the topics. 
· Producing programmes for youths based on scripts. 
· Producing awareness video messages for youth, on how to get responsible in society. 
· Storyboarding for graphic, how to create opener, closer and specific scenes. 
· Creating new concepts and programmes for youth and work to improve         programme  segments.

 
February 2018 – May 2018 	Video Director: Coordination of Humanitarian 
Assistance (CHA)  
· Taking a brief to grasp the production team’s needs and specifications 
· Review shooting script and raw material to create a shot decision list based on scenes’  value and contribution to continuity 
· Trim footage segments and put together the sequence of the film 
· Input music, dialogues, graphics and effects 
· Making rough and final cuts 
· Ensuring logical sequencing and smooth running 
· Consulting with stakeholders from production to post-production process 
· Continuously discover and implement new editing technologies and industry’s best practices to maximize efficiency. 


January 2015 – March 2017 	Open Jirga Producer: BBC Media Action  
· Producing the national debate programme, a debate show involving citizens, leaders, and government officials. 
· Editing the Open Jirga programme using Final Cut Pro. 
· Subtitle the Open Jirga and highlight clips, short (highlight) clips for the donors, and upload them to the Open Jirga YouTube channel. 
· Camera (filming) the Open Jirga programme promotions, mostly recorded outside on location. 
· Making monthly reports for the project team, including recording date, the topic of the programme, panelists and broadcasting date. 

March 2011 - December – 2014  	Producer: Aria TV 
· Producing programmes for children & teenagers every week. 
· Presenting programme (Nawazish), this programme is for the poor children. 
· Writing scripts for TV programmes, in every programme I wrote the scripts.   
· Writing storyboards for documentary films, I wrote storyboards for the donors. 
· Producing documentary films for War child Holland (Early child marriage and working children) 
· Producing documentary film for Afghan Women Organization with the Canadian Embassy   

January - 2009 - February – 2011 	Producer: RTA (National TV) Main Tasks 
· Producing weekly programmes, the name of the programme was (Mirror of generations) in each programme it prepared the portrait of a child, young & old man.    
· Presenting entertainment programme. 
· Filming Spots on different public topics and broadcast from RTA.   



PROFESSIONAL SKILLS  
· Final Cut Pro, mostly I have edited Open Jirga, documentary films and Promotions. 
· Premier pro, I edited TV programmes and documentary films. 
· Adobe Audition, I have worked on the Open Jirga audio version and OJ promotions. 
· Photoshop, usually I have prepared the text with images of Open Jirga to Facebook, Twitter, and Instagram.  
· Camera, Filming the TV programmes, promotions and documentary films. 
· Script and storyboard writing, I have prepared it for War Child Holland for Documentary   films.  		
 	 
EDUCATION 
April 2017 – Jun 2018   Diploma in English from Cambridge International Organization, Afghanistan
March 2013 - March 2017 Bachelor’s in law & Political Science - Sun Shine University, Afghanistan 
January 1996 - December 2008 Baccalaureate, Ferdowsi High School, Afghanistan

TRAINING AND COURSES 
January 2005 – March 2007 	Advanced Certificate in English -Oxford Institute 
March - 2009 – March 2011 	IT Advanced Certificate, Mashal University 
May – 2014 Training in Media development from DW Academy  
Jun – 2013 	Training for the professional producing programme in Goethe Institute with the association of ZDF TV Germany 
February – 2015 Training of Final cut pro in BBC Media Action 
LANGUAGES 
· Spoken - Dari- fluent - English and Pashto – good 
· Written - Dari- fluent - English and Pashto – good  

REFERENCES 	 
1. Rashed Hayati, Asia Foundation, rashed.hayati08@yahoo.com 
2. Safi Sadat, work as a pension advisor, JIT.18-nds@hotmail.com
3. Shirazuddin Siddiqi, Former country director at BBC Media Action, shirazsiddiqi@hotmail.com  
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