JOB DESCRIPTION
TITLE:

KEY STAGE 3 CO-ORDINATOR – MATHS
SALARY:
TLR 2c
RESPONSIBILITIES:

As a senior, experienced member of the teaching staff 





you work with the Head of Faculty to cover the following





duties and responsibilities:
i) The formulation and implementation of a Faculty Development Plan.

ii) The development and evaluation of Faculty policy with particular reference to teaching and learning.

iii) Active participation in the appointment of new colleagues to the Faculty.

iv) Staff development for the Faculty including the identification of INSET needs.

v) Making an active contribution to the performance management process.

vi) Support for all teachers in the Faculty with particular emphasis on the induction of new colleagues.

vii) Effective delegation to colleagues to ensure the smooth operation of the Faculty.

viii) Regular meetings to ensure the effective involvement of all members of the Faculty.

ix) Ensuring that the Faculty complies with school policies on monitoring, assessment, homework, marking and reporting.
x) Supporting colleagues and making arrangements to ensure that all pupils can take advantage of their entitlement to planned teaching and learning, including strategies to prevent disruptive behaviour.

xi) The construction of teaching groups where appropriate.

xii) The maintenance of records.

xiii) Along with Faculty colleagues the formulation and maintenance of schemes of work.

xiv) Administration relating to examination entry.

xv) Ensuring that the Faculty is properly resourced including:

· Effective management of the Faculty share of the capitation.

· Keeping accurate records of stock.

xvi) Responding to such requests for information that the Currciulum Deputy and/or timetabler may make.

xvii) Ensuring that the Faculty makes a full and effective contribution to the delivery of Maths in school.

In addition to our other duties we are all covered by the Conditions of Service as defined in the Teacher’s Pay and Conditions of Service Document.

