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    The Hollyfield School

Job Description









POST:			    KS3 English Coordinator 	                  

[bookmark: _heading=h.gjdgxs]Line Manager:	                 Head of English

TLR allowance:                TLR 2/1


           Area of Responsibility:         KS3 Coordinator including Enrichment

           Specific Responsibilities:
· Regular data analysis identifying vulnerable students as risk of not making the required progress
· Regular feedback of analysis to given to the Department or individual teachers
· Review and manage the planning and delivery of the curriculum across KS3
· Communicate marking and assessment requirements to staff in good time; distribute necessary materials and issue deadlines for the marking and reporting 
· Assist with Work Scrutiny for effective triangulation
· Liaise with relevant HoY/Phase Leaders for promoting competitions/extra-curricular and other enrichment activities for KS3.
· Coordinate and design House and interdepartmental competitions, themed weeks and national events and competitions such as: WBD, NPD, DEAR
· Coordinate and manage KS3 English extra-curricular and enrichment activities
· Support the HoD in the development of the Department 
· Observe lessons; complete Learning Walks and assist with Work Scrutiny for effective triangulation of Learning and Teaching
· Lead in the standardisation and moderation of Y7, 8 and 9 marking and assessment, ensuring the quality of the data being reported
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