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Southampton Education Forum Coordinator
Job Description and Person Specification




Post Title:				SEF Coordinator
Contract:	Part-time; term time only support staff post (42 weeks); 0.6 FTE – as soon as possible
Salary:	Based on £40,000 full time equivalent
Responsible to:	The Chair of the Southampton Education Forum and its Steering Group
Employed by:	Itchen Sixth Form College on behalf of Southampton Education Forum
Purpose:	To provide leadership, coordination, administrative/management support and professional expertise to the Southampton Education Forum
What is SEF?
The Southampton Education Forum is a unique collaborative partnership comprising representatives from secondary schools, colleges, primary schools, universities and Southampton City Council.
The Forum seeks to establish and maintain meaningful and deep-rooted support and trust between institutions and across phases by honouring confidentiality; championing excellence; valuing diversity and inclusion; recognising differing needs; and encouraging honesty and openness.
SEF exists to secure the highest standards of education for Southampton and to raise the achievement of vulnerable and disadvantaged groups. We strive to secure the best collective outcomes for our students and our goal over the next three years is for every school and college in the City to be rated 'Good' or better by Ofsted. We are committed to achieving this goal whilst sustaining inclusive and appropriate curricula across our group.
Each educational institution offers expertise in its field so that SEF partners benefit from proven experience in what works best locally, regionally and nationally.
Principle Responsibilities
Working with School and College Leaders:
1. To support the head teachers, college principals, universities and Southampton City Council representatives in establishing a shared strategic vision for the future development of learning outcomes for the City based on the Forum’s priorities:
· To increase attendance and reduce persistent absence across our institutions
· To close the gap in attainment and progress between disadvantaged students and their peers
· To improve student engagement and success in STEM subjects by strengthening our capacity to recruit high quality specialist science teachers and making the STEM agenda highly visible and engaging across all providers.

2. To coordinate the work of the Operations Group of deputy head teachers to support the work of the group and promote collaboration, enabling:
· The creation and upkeep of an ongoing curriculum map for Southampton schools and colleges to include courses available and learner numbers.
· Completion of an audit of the schools and colleges of outstanding practice.
· Use of the audit to set up learning visits between schools and colleges throughout the year.
· Coordination of joint CPD opportunities between Southampton schools and colleges.
· Organise and present at the Ops Group Summer Conference.
· Evaluation of the effectiveness of the subject network meetings and report findings back to the operational group of deputy head teachers.

3. To promote and maintain a structure of subject networks for school/college/middle leaders to meet, collaborate and exchange ideas for the advancement of their subjects (or cross-curricular work) across the city, ensuring that:
· Termly meetings, including venues, are planned and coordinated within a pre-agreed calendar.
· Agendas are planned with the chair of each group in advance and meetings are minuted.
· Attendance at meetings is recorded and reported to heads as part of a half-termly report on network group progress to SEF Executive.
· Draw out best practice in teaching/learning and subject leadership within the network and organise intervention work (Science Intervention Day, for example).
· Arrange for subject moderation, in conjunction with network chairs as appropriate.
· Arrange subject-specific CPD.
· Compile an annual report on the effectiveness of the networks and present at the SEF Summer Conference.
· Work schedules for each network are prioritised, planned and organised.
· Summary evaluations/actions from all networks are carried out at the summer meeting to inform future planning.
· In conjunction with the relevant networks, plan, organise and deliver City-wide student events for enrichment, challenge and celebration.
· Write, edit and layout content on the SEF website.

4. To maintain the utmost discretion and confidentiality when dealing with data and deal sensitively with people and resolve conflicts.

5. To make recommendations to the SEF Executive regarding strategic and operational matters.

6. To attend the following meetings:
· All SEF Steering Group meetings
· All SEF Executive meetings
· All Operations Group meetings
· All subject network meetings
· Regular, calendared meetings with Chair/vice-chair of SEF
· Other SEF working groups linked to action plan issues, interventions and events (Science Intervention Day; One City: No Barriers; Pupil Premium, for example)
· Other meetings and working groups relevant to SEF Action plan objectives as required, e.g., Local Authority, Southampton Cultural Education Partnership, Skills and Employability groups.
Please note: this job description is not exhaustive but is intended to give a general outline of the role. Duties and responsibilities may vary according to the needs of the Forum

Person Specification
We are looking for the following qualifications, skills and attributes:
· Excellent organisational skills
· Degree qualified 
· Qualified teacher status (desirable)
· Recent management experience in an educational setting, preferably at senior level
· Strong administrative and data handling skills
· High levels of literacy (both written and spoken) and communication skills 
· Strong interpersonal and team building skills
· A strong understanding of curriculum issues and developments and of quality assurance and accountability frameworks across all sectors
· Website content creation skills (training available)
· Event management skills
· Management coaching skills
· Experience of arranging/delivering CPD for teachers
· Confidence in using Microsoft Office applications – Word, Excel, Outlook, Teams, etc.
Personal qualities:
· Resilience
· Flexibility
· Confidentiality and discretion
· Independence
· Persistence
· Self-motivation
· A strong commitment to securing the very best educational experience and life chances for children and young people in Southampton’s schools and colleges.
Application
If you wish to be considered for this role, further information is available from the HR team at Itchen Sixth Form College (applications@itchen.ac.uk).
If you wish to discuss the role before applying please contact Samantha Barnes, SEF Chair Designate (Samantha.Barnes@regentspark.southampton.sch.uk), or Alex Scott, SEF Vice Chair (ascott@itchen.ac.uk) to arrange a telephone call as soon as possible and by Monday 5th June at the latest.

Closing date for applications (by letter and CV to applications@itchen.ac.uk ): Midday on Wednesday 7th June 2023.

Interviews will be held Monday 12th June 2023.
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