
Teaching Assistant - Baginton Fields School



Salary: £19 698 pa pro rata to term time only - grade 4 point 6
32.5 hours per week.
The Governors of Baginton Fields School are seeking to appoint a dedicated, hardworking, enthusiastic and motivated teaching assistant who is passionate about providing high quality education and care at this broad spectrum special school for secondary aged students.
Successful applicants will be expected to demonstrate commitment towards the school ethos & vision “Dedicated to delivering inspirational learning experiences” and will enjoy working as part of a team.
Within their application, applicants are asked to describe their skills, knowledge and understanding applicable to the role as described in the Job Description.
Start date: November 2020
Baginton Fields School is committed to safeguarding and promoting the welfare of its students. All staff are expected to share, and demonstrate, this commitment. The successful applicant will be subject to DBS checks and will be required to provide positive references and evidence of qualifications.
An application pack is available to download below.  Completed applications should be returned direct to the school at admin@bagintonfields.coventry.sch.uk
The closing date is 12 noon on Monday 2nd November 2020.  If applicants require further information please contact the school or see the school website: www.bagintonfields.coventry.sch.uk
Visits to the school are welcomed.







Cover Letter


[bookmark: _olk_signature]To 
     Whom it may concern

I am an enthusiastic and energetic person who has experience working with children aged 0 – 11 through education and employment and my current voluntary work at Marlborough Primary School. 
I have a Cache Level 3 in Childcare and Education (NVQ Level 3 equivalent) and am currently doing an online NCFE Level 3 Specialist Teaching and Learning in Schools (QCF). 
Please find attached my application form for the TA job role, I look forward to hearing from you.

Thank you

Nagina
 


Nagina Khan
24 Whaleys Croft,
Coventry, CV6 3BD
Mob: 07599042239
Email: nagina5426@gmail.com
 
Profile
I am a keen, hard-working and quick adaptable individual with experience as a Keyworker at a private day-care and as an administrative assistant with a wealth of transferrable skills. I have experience of working with ages from 6 weeks to 11 years and possess a enthusiastic, polite and empathetic approach, work well in a team, motivated and use my own initiative and would maintain good relationships with colleagues.

Employment History and Work Experience
(2017 – 2018)
Ambassadors Resourcing – Early Years Agency Worker
Job Role
· Taking initiative to help where needed and assisting and easing workload for nursery staff.
· Adapting quickly and ensuring to follow all company policies and procedures at all times at the nurseries I am in.
· Taking responsibility for the safety, security and well being of the children within the room.
· Observing children’s progress and report on achievements, looking for progression and continuity. Where appropriate, participate in a keyworker system and take special interest in a specified number of children.

(2016 - 2017)
Marlborough Junior School – Teaching Assistant (Volunteer)
Job Role
· getting the classroom ready for lessons and clearing away afterwards
· listening to children read or reading to them
· helping children who need extra support
· helping teachers prepare materials that match development needs
· supervising group activities, including outings and sports events
· helping teachers manage class behaviour
· looking after children who are upset or unwell
· leading classes with help from the teaching staff

(2013 – 2015) 
George Eliot Daycare – Nursery Nurse
(Voluntary) December 13 (Work) January 14 – March 15
Job Role
George Eliot is a private day-care that offers childcare to children between the ages of 6 weeks and 5 years, also after school club for primary school children. I predominantly worked in the tot’s room with children aged 2-3 years but have worked throughout the day-care with all ages, my role included:
· To work as a team and support all staff and help each other in reaching children’s development needs.
· Liaising with and supporting parents and other agencies with children’s wellbeing and development e.g. parents meetings …
· Taking care of general hygiene needs and teaching general life skills e.g. changing nappies, toilet training, basic hygiene and manners etc.
· Planning and supervising activities through play e.g. arts and crafts, music, social skills, numeracy, literacy and language skills etc.
· Being flexible with working practices and helping where needed e.g. helping where rooms are short staffed, domestic duties and staying after hours when necessary and making sure all safety procedures are followed and the proper paperwork is completed etc.
· Observe and regularly evaluating children’s progress and development in each child’s individual folder and helping them progress in their development using the EYFS standards of learning.

(2010 – 2012) 
Midland Heart – Administrative Assistant/ Community Engagement Assistant
January 11 – August 12/ August 10 – January 11
Job Role
· Demonstrating ability to quickly adapt and learn organisational processes, workflows and policies.
· Supporting the PA to the Directors of Finance and New Business e.g. diary management, coordinating and cancelling meetings, arranging transport, preparing expense and procurement statements etc.
· Providing back up administrative support to the departments of Finance and New Business e.g. room management, meeting arrangements etc.
· Acting as first point of contact for general administrative queries for both the Finance and New Business departments and from external third parties.
Job Role
· Assisting regeneration colleagues in organising events and meetings and working with them to develop local community links e.g. door knocking, meetings, attending public events etc.
· Administrative duties such as: taking notes at meetings, general filing, photocopying, data inputting, typing letters, memos & emails
· Learning of other various job roles within the housing sector and assisting with work e.g. lettings officer, reception etc.
· Helping once a week at the outreach service e.g. supporting customers with housing, using the computer, filling forms, making calls, reading and writing letters etc.

Henley College – Cache Level 3 A/C/D in Childcare and Education (2007 – 2009)
I had 4 different placements over 2 consecutive years.

Education
Birmingham Adult Education Service
Maths GCSE (AQA)			C

Henley College
CACHE Level 3 A/C/D in Childcare and Education    Pass

President Kennedy School
English				C
English 	Literature             	C
Science (Double Award)		CC
Sociology			C
ICT					C
  
References
Available upon request.
