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         TAWA COLLEGE




                 JOB DESCRIPTION



                Teacher Support Officer

Responsible to:                              HOD Social Sciences
Salary:                                       The position is covered by the Support Staff in Schools 

                                                            Collective Employment Agreement. Salary will be   
                                                            based on work experience. The position will operate in  
                                                            term time only. Holiday pay is paid at the end of the 

                                                            year. 

Functional Relationships:        Teaching staff

                                                            Executive Officer

                                                            Accounts Officer

Dimensions:         
The purpose of the position is to provide a direct support service for teaching staff in the Social Sciences Department. The position will be located in the office in Room B2. There is no classroom involvement.
The appointee is expected to work closely with the HOD as priorities may change at short notice. The hours per week are 12.5 in term time only and are worked during school hours. Days for working these hours can be negotiated but will need to be over at least 3 or more days. 
                         The work is of an administrative nature and therefore experience in using 
                         Microsoft Word and Excel are essential.

Key Tasks & Responsibilities:  

· Construct and maintain class lists to administer the issue and return of Social Sciences texts.
· Allocate and issue class sets of books to teachers as required.
· Administer ordering and receipt of classroom materials and stationery for teachers.
· Arrange for and provide teachers with letters, worksheets and train tickets for all school trips including Safety Action plans etc.
· Assist teachers in providing support materials for classroom use (mainly reference books and DVDs).
· Maintain reference book library and DVD library.
· Carry out any word processing and scanning related to creating junior student exam papers as required.
· Creating and maintaining course related information using Moodle and Google Docs. 
· Any other administrative task as required for HOD or teachers.
Key Attributes:

· Must be well organised 
· Must have a ‘can do’ attitude
· Must be adaptable and flexible in regard to changes in work priorities.
· Have good interpersonal and communications skills
· Have current computer skills in word, spreadsheets and databases
· Successfully undergo a police vetting process
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