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Disgrifiad Swydd
Ysgol Xxx
Disgrifydd Swydd
Cymorth Cwricwlwm/Adnoddau
Lefel 1
Gradd: 2 scp 1-2
Cyflog: (£**** - £***** CLlA)
Dan gyfarwyddyd/arweiniad uwch-aelodau staff:  darparu cymorth cyffredinol ar gyfer staff a disgyblion, gan gynnwys paratoi a chynnal a chadw adnoddau/cyfarpar.
Cymorth i Ddisgyblion

· Cynorthwyo disgyblion i gael mynediad i weithgareddau dysgu yn ôl cyfarwyddyd yr athro/athrawes
Cymorth i’r Athro/Athrawes
· Sicrhau bod yna amgylchedd gwaith glân a threfnus bob amser
· Paratoi cyfarpar/adnoddau/deunyddiau rheolaidd yn gywir ac ar yr adeg iawn yn unol â’r cyfarwyddiadau
· Cadw cofnodion sylfaenol yn ôl y cyfarwyddyd
· Cynorthwyo’r athro/athrawes gyda gweithgareddau dysgu gan sicrhau iechyd a diogelwch ac ymddygiad da’r disgyblion
· Darparu cymorth clerigol/gweinyddol e.e. teipio, llungopïo, argraffu, arddangos, casglu a chadw cofnod o arian ayyb.
Cymorth gyda’r Cwricwlwm

· Monitro a threfnu bod cyflenwadau’n cael eu storio mewn ffordd drefnus a diogel
· Cynnal a chadw cyfarpar bob dydd a gwirio ei ansawdd/ddiogelwch
· Ymgymryd â gwaith trwsio syml a rhoi gwybod am unrhyw ddifrod arall
· Defnyddio cyfarpar bob dydd yn unol â’r cyfarwyddiadau
Cymorth i’r Ysgol

· Bod yn ymwybodol o, a chydymffurfio â pholisïau a gweithdrefnau mewn perthynas ag amddiffyn plant, iechyd, diogelwch a sicrwydd cyfrinachedd, gan hysbysu person priodol ynghylch unrhyw bryderon
· Bod yn ymwybodol o, a chefnogi gwahaniaeth a sicrhau bod yr holl ddisgyblion yn cael mynediad cyfartal i gyfleoedd dysgu a datblygu
· Cyfrannu tuag at ethos/gwaith/amcanion cyffredinol yr ysgol
· Gwerthfawrogi a chefnogi rôl gweithwyr proffesiynol eraill
· Mynychu cyfarfodydd perthnasol fel bo angen
· Cymryd rhan mewn hyfforddiant a gweithgareddau dysgu eraill a datblygu perfformiad fel bo angen.
· Cynorthwyo i oruchwylio disgyblion y tu allan i amser gwersi e.e. clybiau, gweithgareddau allgyrsiol
Manyleb Person 

Profiad


Cymorth technegol/adnoddau cyffredinol

Cymwysterau
NVQ Lefel 1 neu gymhwyster neu brofiad cyfwerth

Sgiliau rhifedd/llythrennedd da
Gwybodaeth/Sgiliau
Y gallu i ddefnyddio’r dechnoleg berthnasol e.e. cyfrifiadur, fideo, llungopïwr
Cymryd rhan mewn cyfleoedd datblygu a hyfforddi
Y gallu i  gyd-dynnu’n dda gyda phlant ac oedolion

Job Description
Xxx School

Descriptor of Job

Curriculum/Resource Support

Level 1
Grade: 2 scp 1-2
Salary: (£**** - £***** CLlA)

Under the direction/instruction of senior staff: provide general support to staff and pupils, including preparation, and other routine maintenance of resources/equipment.

Support for Pupils
· Support pupils in accessing learning activities as directed by the teacher
Support for the Teacher
· Ensure the maintenance of a clean and orderly working environment

· Timely and accurate preparation of routine equipment/resources/materials as set out in instructions

· Undertake basic record keeping as directed

· Assist the teacher with learning activities ensuring health and safety and good behaviour of pupils

· Provide clerical/administrative support e.g. typing, photocopying, printing, display, collection and recording of money etc.
Support for the Curriculum
· Monitor and arrange orderly and secure storage of supplies

· Maintenance of every day equipment, check for quality/safety

· Undertake simple repairs and report other damages

· Operation of every day equipment in accordance with instructions
Support for the School
· Be aware of and comply with policies and procedures relating to child protection, health, safety and security of confidentiality, reporting all concerns to an appropriate person

· Be aware of and support difference and ensure all pupils have equal access to opportunities to learn and develop

· Contribute to the overall ethos/work/aims of the school

· Appreciate and support the role of other professionals

· Attend relevant meetings as required 

· Participate in training and other learning activities and performance development as required

· Assist with the supervision of pupils out of lesson times e.g. clubs, extra-curricular activities
Person Specification

Experience


General technical/resource support
Qualifications
NVQ Level 1 or equivalent qualification or experience

Good numeracy/literacy skills

Knowledge/Skills
Ability to use relevant technology e.g. computer, video, photocopier

Participate in development and training opportunities

Ability to relate well to children and adults

