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Disgrifiad Swydd
Ysgol Xxx
Disgrifydd Swydd
Cymorth Cwricwlwm/Adnoddau
Lefel 4
Gradd: 8 scp 18-22
Cyflog: (£***** - £*****  CLlA)
Swyddogaeth rheoli cwricwlwm/adnoddau arbenigol:  dyrannu a monitro gwaith, rheolaeth linell, hyfforddi ac asesu staff cymorth, rhan o’r tîm rheoli, yn ymwneud â chynllunio, cyfrifoldebau cyllidol.  Arwain mewn meysydd annibynnol - yn gyfrifol am gynllunio a chyflenwi cymorth sy’n gofyn am lefel uwch o wybodaeth.  
Cymorth i ddisgyblion
· Defnyddio sgiliau/hyfforddiant/profiad arbenigol i gynorthwyo disgyblion
· Darparu adborth i ddisgyblion ynghylch eu cynnydd a’u cyflawniad

Cymorth i’r Athro/Athrawes

· Bod yn gyfrifol am greu a chynnal amgylchedd gwaith pwrpasol, trefnus a chynhyrchiol 

· Bod yn gyfrifol am baratoi a defnyddio cyfarpar/adnoddau/deunyddiau arbenigol yn gywir ac ar yr adeg iawn
· Cynhyrchu cynlluniau gwersi/gwaith, taflenni gwaith, cynlluniau ayyb. o fewn system oruchwylio gytûn
· Cymryd rôl arweiniol yn y gwaith o gynllunio, datblygu a threfnu systemau/gweithdrefnau/polisïau
· Rheoli cofnodion, gwybodaeth a data, gan gynhyrchu dadansoddiadau ac adroddiadau
· Cyflwyno gweithgareddau dysgu i ddisgyblion o fewn system oruchwylio gytûn mewn meysydd arbenigol
· Hyrwyddo a sicrhau iechyd a diogelwch ac ymddygiad da’r disgyblion bob amser
· Marcio gwaith y disgyblion yn y maes arbenigol gan gadw cofnod cywir o’u cyflawniad/cynnydd
· Gweinyddu ac asesu/marcio profion a goruchwylio arholiadau/profion sy’n gysylltiedig â’r pwnc arbenigol
Cymorth gyda’r Cwricwlwm

· Bod yn gyfrifol am reoli lefelau stoc, gan gynnwys rheoli cyllideb ac archwilio adnoddau’n rheolaidd
· Bod yn gyfrifol am gynnal a chadw/ansawdd/diogelwch cyfarpar arbenigol
· Defnyddio a chynorthwyo i ddefnyddio cyfarpar/adnoddau arbenigol mewn ffordd ddiogel ac effeithiol
· Darparu cyngor ac arweiniad tra arbenigol fel bo angen

Cymorth i’r Ysgol

· Bod yn ymwybodol o, a chydymffurfio â pholisïau a gweithdrefnau mewn perthynas ag amddiffyn plant, iechyd a diogelwch a chyfrinachedd, 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
· Sefydlu perthynas adeiladol a chyfathrebu gydag asiantaethau/gweithwyr proffesiynol eraill, mewn cyswllt â’r athro/athrawes, i hyrwyddo cyflawniad a chynnydd y disgyblion

· Cynnig arweiniad i’r ysgol gyfan yn y maes arbenigol a rhannu arbenigedd a sgiliau gydag eraill
· Adnabod eich cryfderau a’ch meysydd arbenigedd a defnyddio’r rhain i gynghori a chefnogi eraill

· Cymryd rhan mewn hyfforddiant a gweithgareddau dysgu eraill a datblygu perfformiad fel bo angen.

· Bod yn gyfrifol am ddarparu gweithgareddau dysgu tu allan i’r ysgol e.e. clybiau/gweithgareddau allgyrsiol o fewn y canllawiau a osodir gan yr ysgol. 

Cyfrifoldebau rheolaeth linell lle bo’n briodol

· Rheoli tîm o staff cymorth
· Cydgysylltu rhwng rheolwyr/staff dysgu â staff cymorth
· Cynnal cyfarfod tîm rheolaidd gyda’r staff a reolir
· Cynrychioli staff cymorth mewn cyfarfodydd staff dysgu/rheoli/ cyfarfodydd eraill perthnasol
· Recriwtio/sefydlu/asesu/hyfforddi/mentora staff cymorth eraill
Manyleb Person

Profiad
Blynyddoedd o brofiad o weithio yn y ddisgyblaeth berthnasol mewn amgylchedd dysgu

Cymwysterau
NVQ Lefel 4 neu gymhwyster neu brofiad cyfwerth yn y  ddisgyblaeth berthnasol
Sgiliau rhifedd/llythrennedd ardderchog

Gwybodaeth/

Defnydd effeithiol o TGCh i gynorthwyo dysgu

Sgiliau

Defnydd o gyfarpar/adnoddau arbenigol
Gwybodaeth weithredol lawn o bolisïau/codau ymarfer/deddfwriaeth  berthnasol
Gwybodaeth weithredol o gwricwlwm cenedlaethol y maes penodol, yn unol â manylion y swydd
Dealltwriaeth o’r fframweithiau statudol sy’n ymwneud ag addysgu, yn unol â manylion y swydd
Y gallu i drefnu, arwain ac ysgogi tîm
Y gallu i hunanwerthuso anghenion dysgu a mynd ati i chwilio am gyfleoedd dysgu
Y gallu i gyd-dynnu’n dda gyda phlant ac oedolion

Job Description
Xxx School

Descriptor of Job

Curriculum/Resource Support

Level 4
Grade: 8 scp 18-22
Salary: (£***** - £*****  CLlA)

Manage specialist curriculum/resource function: allocation and monitoring of work, line management, training and appraisal of support staff, part of management team, involved in planning, budget responsibilities. Lead on discrete areas – responsible for design and delivery of support requiring      advanced level of knowledge.

Support for pupils

· Use specialist skills/training/experience to support pupils

· Provide feedback to pupils in relation to progress and achievement
Support for the Teacher
· Be responsible for creation and maintenance of purposeful, orderly and productive working environment 

· Be responsible for timely and accurate preparation and use of specialist equipment/resources/materials

· Production of lesson/work plans, worksheets, plans etc. within an agreed system of supervision

· Take a lead role in planning, development and organisation of systems/procedures/policies

· Manage records, information and data, producing analysis and reports
· Deliver learning activities to pupils within an agreed system of supervision in specialist areas
· Promote and ensure the health and safety and good behaviour of pupils at all times

· Undertake marking of pupils work with specialist area and accurately record achievement/progress

· Administer and assess/mark tests and invigilate exams/tests related to specialist subject
Support for the Curriculum
· Be responsible for the management of stock levels, including management of a budget and regular audit of resources

· Be responsible for maintenance/quality/safety of specialist equipment

· Demonstrate and assist in the safe and effective use of specialist equipment/materials

· Provide highly specialist advice and guidance as required
Support for the School
· Be aware of and comply with policies and procedures relating to child protection, health, safety and security and 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

· Establish constructive relationships and communicate with other agencies/professionals, in liaison with the teacher, to support achievement and progress of pupils 

· Lead for whole school in specialist area and share expertise and skills with others

· Recognise own strengths and areas of expertise and use these to advise and support others

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

· Be responsible for the provision of out of school learning activities e.g. clubs, extra-curricular activities within guidelines established by the school
Line management responsibilities where appropriate
· Manage a team of support staff

· Liaise between mangers/teaching staff and support staff

· Hold regular team meetings with managed staff

· Represent support staff at teaching staff/management/other appropriate meetings

· Undertake recruitment/induction/appraisal/training/mentoring of other support staff
Person Specification
Experience
Several years experience working in a relevant discipline in a learning environment
Qualifications
NVQ Level 4 or equivalent qualification or experience in relevant discipline

Excellent numeracy/literacy skills
Knowledge/Skills
Effective use of ICT to support learning

Use of specialist equipment/resources

Full working knowledge of relevant polices/codes of practice/legislation

Working knowledge of national curriculum in specialist area, according to particulars of the post

Understanding of statutory frameworks relating to teaching, according to particulars of the post

Ability to organise, lead and motivate a team

Ability to self-evaluate learning needs and actively seek learning opportunities

Ability to relate well to children and adults

