:: (B:SU&SCIIIL TEACHING ASSISTANT - SCOPE OF WORK

Scope of Service/ Phuluc 1- Pham vi dich vu

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

1. Support teachers in primary classes, or in secondary classes when there are
students who need specific educational needs/ Hé tr¢ gido vién trong cdc I6p béc tiéu
hoc hodac cdc 16p bac trung hoc co' s& khi hoc sinh c6 cac nhu cau ho tro’ giao duc cu thé

Agree classroom role with each teacher before each term begins/ Théng nhét voi tirng
giao vién vé vai tro trong I6p hoc trwrdce khi bat dau mét ky hoc.

Be ready in class fifteen minutes before class time/ Sén sang vao I6p muwoi lam phat
triée gio hoc

Help check registers in the first lesson of each new term to make sure that children
are in the right classroom/ Hé tro’ kiém tra danh sach Iop vao budi hoc dau tién cia méi ky
hoc mé&i dé dam bao hoc vién hoc dung 16p

Be prepared to spend a few minutes with teachers if they wish to talk about the class,
activities and students in order to prepare for the next lesson/ Sén sang sdp xép mot
vai phut néu gido vién muén thdo luén vé I6p hoc, cac hoat dong va hoc vién dé chuén bj cho
bubi hoc tiép theo

Support teachers in materials preparation/ Hé tro gido vién chuén bij tai liéu

Help the teacher deal with latecomers, hand out children’s work and support in other
classroom routines so that the class runs smoothly/ Trg gitip gido vién x& ly cac truong
hop hoc vién vao I6p mudn, phat bai tdp cho hoc vién va hé tro cac hoat déng khéc cua I6p
hoc dé budi hoc dién ra suén sé

Motivate children to participate in classroom activities where possible by
demonstrating appropriate behaviour and support teachers in the supervision and
monitoring of children’s work, e.g. singing, story telling, marking/ Khuyén khich hoc
vién tham gia vao cac hoat déng trong I6p méi khi c6 thé bang cac céach thirc phu hop va hé
tro gido vién trong viéc giédm séat va theo déi viéc hoc cta hoc vién, vi du: héat, ké chuyén,
chém bai

Speak English as much as possible except when the message cannot be conveyed
in English, e.g. complicated background information or when a child is seriously
distressed or in the case of serious behavioural issues/ St dung tiéng Anh nhiéu nhét
c6 thé ngoai trtr trrong hop khéng thé truyén tai thong diép béng tiéng Anh, vi du: théng tin
c6 tinh chét phurc tap hodc khi hoc vién cam théy lo &u mét cach nghiém trong hoéc trong
trirong hop ¢6 céc van dé nghiém trong vé hanh vi

Encourage and assist children to complete tasks individually and independently
rather than doing it for them/ Khuyén khich va hé tro hoc vién tw hoan thanh nhiém vu cia
minh mét cach déc lap thay vi lam hé hoc vién

Spend appropriate amount of time with each student according to individual needs
and those of the class as a whole/ Danh thoi gian phu hop cho tirng hoc vién tly theo nhu
cau ctia moi ca nhan va cta ca I6p

Support teachers with setting up the classroom and with wall displays of children’s
work/ Hé tro gido vién trang tri I6p hoc va trung bay céc tac phdm cua hoc vién |én tuong

Motivate children to help with tidying their tables and keeping the classroom clean/
Khuyén khich hoc vién don dep ban ghé va gi gin I6p hoc gon gang sach sé

Support teachers/parents if they want to speak to each other about a child’s progress
or any other issue and ensure that all enquiries and messages conveyed by parents
are always passed on to teachers as soon as possible/ Hé tro gido vién / phu huynh khi
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ho cén trao d6i véi nhau vé tinh hinh hoc tap ctia hoc vién hodc bat ky van dé nao khéac va
dam bao rang tat ca cac cdu hoi va théng diép ma phu huynh truyén dat luén dwoc chuyén
dén giao vién cang sém cang tot

Bring any sick children to the attention of teachers so that appropriate action can be
taken/ B4ao ngay cho gido vién khi hoc vién bj bénh dé cé hanh déng xi ly kip thoi va phu
hop

Make teachers aware of any relevant issues such as a child who has come to class
unhappy, a child being teased by a classmate, etc./ Thong bao cho gido vién biét moi
van dé lién quan, chang han nhw hoc vién dén I6p khéng vui, hoc vién bj ban cung Iop tréu
choc, v.v...

Translate during meetings and Parents’ Days between teachers and parents/ Phién
dich cho gido vién va phu huynh trong cac cuéc hop va Ngay hdi Phu huynh

Support book loan service when required/ Hé tro dich vu cho muon séch khi cé nhu céu

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

Be responsible for children at break times; before, after and between classes/ Chju
trach nhiém giam sat hoc vién trong gio giai lao; triréc, sau va gitka cac gic 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 khdng gay x&o tron trong co
s& giang day

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

Encourage the use of English by talking to children in English while they are playing
at break times/ Khuyén khich viéc st dung tiéng Anh bang céch giao tiép voi hoc vién bang
tiéng Anh khi hoc vién choi dua trong gico gidi lao

Report any incidents occurring during break time to the class teacher and / or Duty
Manager/ Bao céo bét ky sw c6 nao xay ra trong gi¢r gidi lao cho giéo vién phuy trach 16p va /
hodc Quan ly ca truc

Check Young Learner students’ Child Protection Card and make sure they are picked
up and dropped off safely/ Kiém tra Thé dwa dén cho hoc vién Tré em va dadm bao rdng
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/ Tuan thd quy trinh va huéng dén vé An toan va Suc khde dé dam
bao an toan cho hoc vién va co sé giang day

3. Provide administration and invigilation support/ Hé tror cdc céng viéc hanh chinh va
giam sat kiém tra dénh gia

Invigilate language assessments/ Giam sat cac budi kiém tra dénh gié trinh do hoc vién

Support production / preparation of resources and materials or help with
administration tasks when not required in the classroom, e.g. while on cover/ Hé tro
viéc chuédn bj tai liéu hodc tro gitp cac cong viéc hanh chinh ngoai gio hoc, vi du: khi duwoc
sdp xép lam thay

Translate reports/documents when required/ Djch cac bao céo / tai liéu khi dwoc yéu cau
Give out notices/letters to students/ G cac théng béo / th tir cho hoc vién

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



:: (B:SU&SCIIIL TEACHING ASSISTANT - SCOPE OF WORK

Call the parents of a}bsent students / report teacher comment slips/ Bién thoai cho phu
huynh cda hoc vién vang mét / théng bao nhan xét danh gia cda gido 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 tdp cda hoc vién

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

Be responsible for the Young Learner library during the opening time letting students
borrow and return books, checking stock, inputting new books to the system and
other related tasks/ Quan ly thw vién danh cho Hoc vién tré em trong théi gian mé cira cho
hoc vién muwon va trd sach, kiém tra kho, nhdp sach méi vao hé théng va cac cong viéc lién
quan khac

Provide support during Teaching Centre events/ Hé tror cac sw kién do Trung tam gidng
day t6 chic



