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	Job Description

	
Job Title
	
 KS4 Coordinator: English
	
Reporting to
	
Subject Leader English


	
Job Purpose
	
· To act as KS4 Curriculum Lead and Coordinator and be responsible for leading and developing an appropriately broad, balanced, relevant and differentiated curriculum for students studying in the KS4 curriculum area.  To assist the Subject Leader to drive up standards of teaching and learning across the KS4 curriculum by providing specialist subject expertise to assist, develop and enhance the teaching practice of departmental staff.
· To monitor and support the overall progress and development of students within the KS4 curriculum using SIMS and any other data collected, including teacher assessments and concerns in addition to the department’s own tracking systems.
· To liaise with the exam board being used, to ensure the Subject Leader and all teachers in the department are fully informed about any and all updates and changes concerning exams, curriculum, assessment and teaching and learning.


	
Liaising With

	
Subject Leader (at least once a week), Deputy Subject Leader, departmental staff, Head of Year 11.

	
Key Responsibilities


	
Curriculum

	· To lead the development of an appropriate, high quality KS4 curriculum programme which is well-suited to our selective intake but also takes on board and caters for our lower ability students; managing appropriate resources, schemes of work, marking policies, assessment and teaching strategies and any necessary intervention in the department (for KS4).  This will include leading a team of other department members in creating and developing schemes of work and resources so that all are planned on a lesson by lesson basis.
· Oversee the day-to-day management, control and operation of the KS4 curriculum provision within the department, maintaining well-organised electronic files of all schemes of work and resources and ensuring that these are accessible for all KS4 teaching staff. 
· [bookmark: _GoBack]Liaise with School Librarian to organise, where appropriate, effective use of the library facilities to enhance learning and promote reading for pleasure as well as additional support of reading and understanding 19th Century Texts (for KS4).
· Liaise with the Literacy Co-ordinator and Special Needs Staff in order to advance the standards of literacy and ensure the curriculum is accessible to all students.
· To keep up-to-date with, monitor, and respond to national developments in the subject curriculum area and teaching practice and methodology; investigating and piloting new initiatives in resources, class texts, teaching strategies and technology and software which can be used in and out of the classroom to develop teaching and learning. 
· To oversee the organisation of additional events, trips, visits etc related to any aspect of the KS4 English Language and Literature curriculum.


	
Assessment 
	
· Develop and co-ordinate assessment structures, across the department to ensure accurate and robust assessment of students’ progress in each year group within KS4.
· In conjunction with the Subject Leader, ensure that the policies and processes for assessing pupils and for setting, monitoring and evaluating attainment goals for pupils are implemented by all KS4 teaching staff.
· Work with the Subject Leader to ensure a smooth transition between KS3 and KS4.
· Working with the Subject Leader, contribute, as required, to the drafting of the DSEF and DDP in addition to Exam and Mock Exam reports.


	
Monitoring/QA
	
· Evaluate the design and delivery of the KS4 English curriculum, continuously striving to improve all aspects.
· Support the Subject Leader in the quality assurance of T&L, help to establish common standards of practice within the department and develop the effectiveness of teaching and learning styles at KS4.
· To contribute to the school procedures for lesson observation of KS4 teaching.
· To assist in the process of the setting of targets within the department for each Year group within the Key Stage and to work towards their achievement.
· To assist in monitoring and following up student progress in KS4 to ensure students achieve their targets.


	
Misc

	· Research and deliver on ideas and initiatives which support our students to make as much progress in English as possible.

	
Appropriate remitted time will be available. This is expected to be approximately 2 periods per fortnight.
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