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Job Description 

Job Title:   Year Learning Co-ordinator (Support Staff) 

Reports to:   Deputy / Assistant Head 

Salary scale:   NJC PO3, Spine Points 33-36 

Working Pattern:  TTO + 2 Weeks 

Responsible for:  Year Tutors and attached tutors, relevant administrative support 

personnel 

Key Accountabilities, Duties and Responsibilities  

All staff are expected to have a clear understanding of the aims, objectives and ethos of the 

school, and an awareness of its role in the community. It is essential that the academic and 

pastoral frameworks in the school are seen as inter-related. The post holder is expected to be 

sensitive to the expectations of the local community. 

Main Responsibilities:  

• To be a highly visible, accessible and positive role model for all students and colleagues. 

This will include duties before, during and after school, during breaks and lunchtimes, 

in order to ensure the safety and well-being of all students (appropriate non-contact time 

is given). 

• To raise standards of student attainment and achievement within the relevant year and 

to monitor and support student progress. 

• To be accountable for student progress and development within the year. 

• To coordinate the work of the year team within the area of social inclusion so that all 

students can make full use of educational opportunities. 

• To be accountable for leading, managing and developing the year group and staff team  

• To effectively manage and deploy human, financial and physical resources to support 

the designated year and key stage. 

• To liaise with, and report to, parents regarding student progress 

• To manage all aspects of Social Inclusion within the year cohort, including Child 

Protection matters. 

Strategic planning and Operation 

• To implement all school policies, procedures and relevant practices, in particular those 

relating to Health & Safety of staff, students and visitors. 

• To ensure that Risk Assessments and Health & Safety practices comply with national 

requirements and are continually updated. 

• To lead the development of appropriate initiatives, curriculum experiences, learning 

opportunities and resources within the year team which ensure student progress over 

the key stage. 

• The day-to-day leadership, management, control and operation of the tutor team, 

including effective deployment of physical resources. 



• To actively monitor and track student progress, including attendance, punctuality and 

extended leave, and to devise strategies to address underachievement, setting students 

individual targets. 

• To work with colleagues to formulate aims, objectives and strategic plans for the year 

team which have coherence and relevance to the needs of students and contribute to 

the aims, objectives and strategic plans and priorities of the school. 

• To lead the planning of intervention strategies and activities to address the needs of 

students within the year area. 

• To oversee and manage all staff to ensure the work of the year fully reflects the school’s 

ethos and aims. 

• In conjunction with the ICT Coordinator, to foster and oversee the application of ICT in 

the year, including the development of resources, online assessment and use of data 

• Organising year assemblies to address statutory requirements. 

• To actively engage in the supervision of the school site to ensure the safety and well-

being of all students. 

Curriculum development  

• To lead curriculum development for the year group which ensures effective progression 

across all key stages, including 14-19 opportunities. 

• To keep up to date with national developments in the relevant areas and methodology. 

• To actively monitor and respond to curriculum developments and initiatives at national, 

regional and local levels. 

• To ensure curriculum developments are in line with national requirements. 

Staffing  

• To work with the Deputy Head – CPD to ensure that staff development needs are 

identified and that appropriate programmes of support are designed to meet such 

needs. 

• To ensure that specialist teachers/Teaching Assistants are able to support targeted 

students effectively within the year group. 

• To undertake Performance Management review(s) and to act as Team Leader for a group 

of staff within the year. 

• To make appropriate arrangements for tutor groups when teaching staff are absent, 

ensuring relevant work is provided for students during form period, and liaising with the 

SLT member responsible for cover to secure appropriate staff, if necessary. 

• To ensure effective induction of new staff and trainee teachers in line with school 

procedures. 

• To promote teamwork and to motivate staff to ensure effective working relations. 

• To participate in the school’s Training School and Specialist School programmes, as 

required. 

• To be responsible for the day-to-day management of staff within the year team, as relates 

to their role as Form Tutor. 

  



Quality Assurance 

• To implement school quality assurance procedures, including the monitoring of 

homework and work sampling, and to ensure adherence to these within the year group. 

• To establish and maintain the process of setting challenging targets for the year group 

and to monitor work towards their achievement. 

• To establish common standards of practice within the year team and develop the 

effectiveness of learning styles in tutorial/form period times. 

• To contribute to the school procedures for lesson observation, formally monitoring and 

supporting the development of Form Tutors. 

• To monitor and evaluate the year area in line with agreed school procedures including 

evaluation against standards and performance criteria. 

• To implement modification and improvement where required. 

• To ensure the year’s quality assurance procedures meet the requirements of Self 

Evaluation and the Improvement Plan. 

Management Information 

• To ensure the maintenance of accurate and up-to-date information/records concerning 

the year. 

• To make use of analysis and evaluate performance data provided. 

• To identify and take appropriate action on issues arising from data, systems and reports, 

setting deadlines where necessary and reviewing progress on the action taken. 

• To produce reports within the quality assurance cycle for the year and SLT. 

• To produce reports on examination performance, including the use of value-added data. 

• In conjunction with the relevant member of the SLT, to manage the year’s collection of 

data. 

• To provide the Governing Body with relevant information relating to the year’s 

performance and development. 

Communications 

• To ensure that all members of the year team are familiar with its aims and objectives. 

• To ensure effective communication and consultation, as appropriate, with the parents 

of students. 

• To liaise with partner schools and other relevant external organisations. 

• To represent the professional views and interests of the year group, as relevant. 

• To give professional advice to the SLT, as required. 

• To oversee student profiles, records and reviews. 

Marketing and Liaison 

• To contribute to the school collaboration and marketing activities. 

• To contribute to the development of effective pastoral links with partner schools and the 

community, attending where necessary relevant events. 

• To actively promote the development of effective links with external agencies. 

  



Curriculum provision 

• To contribute to the development and delivery of statutory whole school curriculum 

strands. 

Management of resources 

• To manage the available resource of space, staff, money and equipment efficiently within 

the limits, guidelines and procedures laid down, including deploying the delegated 

budget, acting as a cost centre holder, requisitioning, organising and maintaining 

equipment and stock, and keeping appropriate records. 

• To work with the Deputy Head responsible for timetabling to ensure that year tutors are 

effectively roomed within the constraints of the school accommodation. 

Pastoral 

• To be responsible for safeguarding and promoting the welfare of students. 

• To monitor and support the overall progress and development of students within the 

year. 

• To monitor student attendance together with their progress and performance in relation 

to targets set for each individual; ensuring that follow-up procedures are adhered to and 

that appropriate intervention and action is taken where necessary. 

• To contribute to PSHCE, citizenship, work related and enterprise education according to 

school policy. 

• To ensure the Behaviour Management system, including rewards and sanctions, is 

implemented consistently in the year group so that effective learning can take place. 

• To manage all aspects of Social Inclusion within the year cohort, including SIPs referrals, 

working with additional agencies and school support services e.g., Counsellor, Learning 

Mentors, and providing advice and guidance to students. 

Additional duties 

• To play a full part in the life of the school community, to support the aims and ethos of 

the school, and to encourage and ensure staff and students to follow this example. 

• To ensure the year team contributes to the enrichment/ Out of Hours and G&T 

programmes and the activities of the School Council. 

• To provide First Aid assistance to students/staff/others following completion of 

accredited training and will be included in the First Aid rota. 

• To provide assistance as a Fire Warden, training will be provided. 

Equality, Diversity, and Inclusion  

• Adhere to the Trust’s policies and ensure anti-discriminatory practice in all aspects of 

the role.  

• Leadership responsibility for ensuring compliance with equality legislation. 

  



Safeguarding  

• The post-holder will have due regard for safeguarding and promoting the welfare of 

children and young people and will follow the child protection and safeguarding 

procedures adopted by Mulberry Schools Trust.  Any safeguarding and child protection 

issues will be acted upon immediately by informing a Designated Child Protection Lead. 

• The school as an employer is committed to safeguarding and promoting the welfare of 

children and young people as its number one priority.  This commitment to robust 

Recruitment, Selection and Induction procedures extends to organisations and services 

linked to the Trust on its behalf. 

Health and Safety  

The Health and Safety at Work Act (1974) places duties on all employees: 

• To take reasonable care for their own Health and Safety and that of other persons who 

may be affected by the individual’s acts or omissions at work. 

• To co-operate with management to enable them to carry out their duties and comply 

with all relevant Health and Safety legislation. 

• Not intentionally nor recklessly to interfere with or misuse anything provided in the 

interests of health, safety or welfare. 

This job description is correct at the date of publication and may alter over time as the needs of 

the Trust change. The job description will be discussed as part of the Trust’s appraisal policy 

and may be amended after discussion with the post holder.  It has been compiled to allow the 

job to be assessed against the Trust Pay Policy and evaluated alongside the GLEA Job Evaluation 

scheme, adopted by the Trust. 

 

  



Person Specification 

The applicant will have an understanding of the importance of their role as well as their wider 

responsibility to the progress of the whole school. 

  

The post holder will:  

• Have experience in a post of responsibility for pastoral support/leadership 

• Demonstrate a clear understanding of relevant management issues, including 

managing and leading a team of people. 

• Have held responsibility for managing a budget and/or resources. 

• Demonstrate that they have an overview of the needs of the whole school. 

• Be aware of current relevant legislation and educational developments. 

• Have an overview of the curriculum and factors contributing to the learning experience 

of students. 

• Demonstrate the ability to innovate and manage change positively. 

• Be able to work under pressure and meet deadlines. 

• Understand the importance of confidentiality. 

• Be able to work as part of a team, valuing the contribution of other members. 

• Advise and inform the Head, as appropriate. 

 

Personal Attributes 

• Values the education of young women. 

• Presents a positive role model in carrying out duties and when representing the school. 

• Demonstrate excellent analytical, interpersonal and organisational skills to the high 

professional standard required to work effectively with colleagues, leadership teams and 

other schools  

• Be able to work as a team, valuing the contribution of other members whilst holding 

people to account 

• Be able to interpret theory into practice appreciating how different contexts influence 

decisions made 

• Be a good listener who exemplifies to others how to be an effective reflective practitioner 

and life-long learner 

• Possess excellent communication skills both verbal and written 

Candidates should demonstrate how they meet these selection criteria in their application form, their 

supporting statement and the selection interview, including supporting tasks.  

I can confirm that I have read and accept my job description. 

Full Name: 
 

 

Signed:  

Date:  



How can I apply? 

You will need to complete the application form on the online TES application form which includes your 

letter of application explaining why you are the perfect person for this rare and exciting opportunity. 

Please be aware that we can’t accept any CVs for this post.  

Please complete your application directly online via TES. If you have any questions about the role or the 

process, please get in touch with us at hr@mulberryschoolforgirls.org.  

Closing Date:   19
th
 June 2026 

Interview Date:  Week commencing 22
nd

 June 2026 

Start Date:   September 2026 

We will shortlist and interview on rolling basis so early applications encouraged. 

The school is committed to safeguarding and promoting the welfare of children and expects all staff and 

volunteers to share this commitment. The successful candidate will require an enhanced DBS clearance. 

We are dedicated to equality and valuing diversity. 

Candidates who are selected for interview will be informed following the shortlisting process and full 

details of the interview will be provided. If you do not hear from us within 14 days of the closing date of 

the position, unfortunately, you have been unsuccessful on this occasion. 

We will seek references on shortlisted candidates and may approach previous employers for information 

to verify experience or qualifications before interview. Any relevant issues arising from references will 

be taken up at interview.  
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