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Job Description:

Quality of Education co-ordinator
Reports to:


Headteacher
Salary:



in line with MLT
Hours:
8:15am- 4:30pm, One SLT meeting a week until 6:00pm if directed 
Review and Amendment:
This job description will be reviewed annually and may be subject to modification and amendment following consultation between the Headteacher and the position holder.
Main duties

· Be a member of the Middle Leadership Team and contribute to the development specifically of the assessment and intervention / progression systems across the whole school. 
· Be a member of the middle leadership team and contribute to the school development plan with specific responsibility for progress and inclusion across the school
· Work alongside SLT in establishing key priorities for school development in terms of curriculum development.
· To maintain the whole school overview of the curriculum including monitoring SoW, learning snakes, marking scrutinies and lesson blinks. 
· To oversee the reporting systems at various levels monitoring their impact and making recommendations. 
· To provide a half termly senior report on the progress across all subjects and phases. 
· Assist the Headteacher in leading and managing operational aspects of the school for curriculum outcomes. 

· To oversee ECT’s progression within the school.
· To produce progression reports for external and internal audiences. 
· To oversee staff development and CPD across the educational side of the school.
· Seek and develop appropriate CPD opportunities for teaching staff for curriculum outcomes.
· Monitoring the effectiveness of the teaching within and responding to young people’s needs within it. 
· Oversee Careers development across the school in conjunction with AHT for inclusion.

· Maintain a teaching capacity, as directed, across all Key Stages as required.

· Assist exams officer and SENCO with exam entries and access arrangements.

Main Tasks

The specific nature and balance of these responsibilities will vary according to the needs of the school and may be shared but will include: -
· Writing adapting and managing the assessment system for SoW across the school.

· Developing whole school teaching and intervention approaches by liaising with SENCO’s, AHT for inclusion and Headteacher.

· Observation of the effectiveness of teaching and learning in the classroom and making recommendations about improvement in individual teaching improvement plans.

· Ensuring that information on young person progress is used to improve teaching and learning.
· Establishing the systems and processes in relation to tracking academic progression in all key stages. 

· The development, organisation and implementation of the school’s curriculum offer.
· Ensuring that information on young person progress is used to improve teaching and learning, to inform and motivate young persons, to inform parents, to provide.
· Putting in place and managing the extra curricular offer in terms of work experience and educational visits in conjunction with AHT.
· Making sure appropriate targets are set for young people and that an appropriate target setting process is developed for every aspect of the school. 
· To oversee baseline testing across the school providing evidence to head teacher as required.
· To take responsibility for you own professional development including completing a professional qualification such as NPQSL/ H

Class Teacher responsibilities 
· To be able to teach across all key stages depending on needs of the school.
· Lead a class or subject area

· Deliver high quality lessons tailored to individual needs whilst providing aspirational targets.

· Manage a form group as / when required.
The internal organisation, management and control of the school:

To contribute to:
· Maintaining and developing the ethos, values and overall purposes of the school.

· Formulating the aims and objectives of the school and policies for their implementation.

· To contribute to planning improvement which will translate school aims and policies into actions.

· Implementing the Local Authorities and Governing Body’s policies on equal opportunity issues for all staff and young people in relation to sex, gender, race, disability and special needs.

· The efficient organisation, management and supervision of school routines.

· The development, organisation and implementation of the school’s policies relating to all educational aspects of pupil and school development.
· The promotion among young people of standards of conduct/discipline and proper regard for authority and the encouragement of good behaviour.

· The development of culture of independent learning.

The management of staff

· To be responsible for the line management and performance management of specific staff members.

· To participate in the recruitment and development of teaching and non-teaching staff of the school.

· To contribute to good management practice by ensuring positive staff participation, effective communication and procedures.

· To participate in arrangements for the appraisal of the performance of Teachers.

· The provision of professional advice and support and the identification of training needs.

Relationships

· To be responsible for fostering positive relationships across the school community.

· To advise and assist the SLT as required in the exercising of its functions including attending meetings and making reports.

· To help in maintaining and developing effective communications and links with parents and to provide positive responses to concerns and problems regarding their children’s educations and wellbeing.

· To assist liaison with other educational establishments in order to promote the continuity of learning, progression and curriculum developments.

· To develop and maintain positive links and relationships with the community, local organisations and employers.  
Confidentiality

It is expected that all Wetheringsett Manor School employees understand the nature of our work is confidential and details about our pupils and their families, associated services, pupil records and activities/incidents at the school should not be divulged to members of the public.  If there is a breach of confidentiality, this may result in disciplinary action being taken.

Conclusion

This job description and specification is intended to convey information essential to understanding the scope of the job and the general nature and level of work performed by post holder. However, the job description can never be fully exhaustive of unforeseen changes or circumstances.  It is expected that staff will, within reason, respond to unforeseen circumstances and emergencies as they arise, commensurate with their qualifications, experience and the situation.
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	Person Specification: Quality of education co-ordinator
Hours: Normal hours of working 8:00am - 4:30pm with one SLT meeting a week until 6:00pm as requested

	
	Essential
	Desirable

	Experience and Qualifications

	Degree level qualification  


	(
	

	Professional qualification NPQSL, NPQML in education leadership or equivalent 
	
	(

	Extensive and successful experience as a middle leader or in an extended leadership role
	
	(

	Experience of faculty management or subject management in a variety of settings
	
	(

	Successful experience of liaising with local authorities and professional organisations 
	
	(

	Experience of working with a young people in specialist, PRU or alternative provision 
	(
	

	Experience of working with young people from a wide range of starting points primary upwards and developing effective curriculum strategies to address need. 
	(
	

	Experience of managing challenging behaviour of children and young people
	(
	

	Experience of monitoring independent school standards  


	
	(

	Experience of tracking progress against set metrics in either subject specific lessons or as part of wider leadership. 
	(
	

	Experience of leading CPD in curriculum and teaching and learning


	(
	

	Experience of managing assessment and intervention systems
 
	(
	

	Track record of effective work in developing the effectiveness of leadership teams
	(
	

	Knowledge

	Depth of knowledge in all matters relating to safeguarding children and young people
	
	(

	Knowledge of new developments in assessment  


	(
	

	Depth of knowledge of Ofsted / ISI standards 

and other legislation relevant to the curriculum
	(
	

	Knowledge of curriculum specifications and requirements across a wide range of subjects
	(
	

	Skills

	Demonstrable ability to lead and manage strategically


	(
	

	Excellent communication skills – oral and written


	(
	

	Ability to analyse performance data


	(
	

	Analytical, problem solver and decision maker


	(
	

	Skilled in the use of spreadsheets and databases


	(
	

	Ability to work collaboratively and productively with a range of key partners
	(
	

	Ability to work independently when required and take initiative


	(
	

	Effective interpersonal skills


	(
	

	Good organisation skills – ability to meet deadlines


	(
	

	Resilient under pressure


	(
	

	Ability to work sensitively with people and resolve conflict


	(
	

	Attributes

	Commitment to Safeguarding and Care of children and young people
	(
	

	A real passion for supporting academic achievement through target setting and assessment processes
	(
	

	Hard working and passionate 


	(
	

	Enthusiasm and energy to inspire others


	(
	

	Capacity to work both effectively in a team and individually


	(
	

	Willingness to extend personal and professional development


	(
	

	Flexible and approachable


	(
	

	Commitment to working with other agencies to support young people’s education and care
	(
	

	Commitment to equal opportunities 


	(
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