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SCOPE OF WORK — SENIOR TEACHING ASSISTANT

You will be required to provide the following services/ Anh/Chj sé duoc yéu céu cung cép céc
dich vu sau:

1. Supervise children outside of the classrooms to ensure their safety/ Gidm sdt hoc
vién bén ngoai I&p hoc dé dam bao sw an toan cho hoc vién

Be responsible for children before, after and between classes/ Chiju trach nhiém giam
sat hoc vién trurde, sau va gilra cac gio hoc

Ensure children do not enter restricted areas and do not cause disturbances on the
premises/ Bam bdo hoc vién khéng di vao cac khu vuc cdm va khéng gy xao tron trong co
s& giang day

Supervise children who need to leave the classroom/ Giam sét khi hoc vién cén roi khéi
16p hoc

Report any incidents occurring on premises to Duty Manager/ Bao céo bét ky sw cé nao
xay ra tai co’ s& giang day cho Quan ly ca truc

Check Primary students’ Child Protection Card and make sure they are picked up
and dropped off safely/ Kiém tra Thé dwra dén cho hoc vién bac Tiéu hoc va dam bao rang
hoc vién dwoc dwa dén mét cach an toan

Follow the Health and Safety procedure and guidelines to ensure safety for the
students and premises/ Tuén thi quy trinh va huéng dén vé An toan va Suc khde dé dam
bao an toan cho hoc vién va co sé giang day

2. Provide administration and events support/ Hé tre’ cdc céng viéc hanh chinh va sw kién

To cover for Teaching Assistant (TA) to support teachers in Primary and Secondary
classes when required/ Lam thay cho Tro giéng trong viéc hé tror gido vién béc Tiéu hoc
hodc béc Trung hoc co sé& khi duoc yéu cau

Ensure that all student databases, reports, and cerftificates are updated and sent to
parent of Young Learner students in a timely and accurate manner/ Bam bao réng tat
ca cac co s¢ dir liéu, bao céo, va chirng chi cta hoc vién Tré em dwoc cdp nhét va g toi
phu huynh mot céach kip thoi va chinh xac

Support production / preparation of resources and materials or help with
administration tasks / Hé tro viéc chudn bj tai liéu hodc tror gitip céc cong viéc hanh chinh

Translate reports/documents when required/ Dich céc bao céo / tai liéu khi dwoc yéu céu

Support admin team with pre and end-of-term preparation/ Hé tror bo phén hanh chinh
cac cbng viéc chuan bj truede va cudi ky hoc

Call the parents of absent students / report teacher comment slips/ Bi¢n thoai cho phu
huynh cda hoc vién vang mét / théng bao nhén xét danh gia cua giao vién
Call parents to update about their child’s performance in class when scheduled/ Goi
dién dé cép nhét dinh ky cho phu huynh vé tinh hinh hoc tép cda hoc vién

Send lesson content to parent of Young Learner students/ Géi néi dung bai hoc cho
phu huynh cda hoc vién Tré em

Provide support during Teaching Centre events/ Hé tro cac sw kién do Trung tam gidng
day té chic



