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MORPETH SCHOOL

JOB DESCRIPTION

COVER CO-ORDINATOR

Hours 


7.00am – 12.00pm (25 hrs per week)
Days: 


Monday to Friday

Arrangement: 
Term Time Only (39 weeks)
Salary:

NJC SO1 £32,301 - £33,474 (actual salary: £20,200 – £20,933)
Responsible to: 
Officer Manager / Bursar
Responsible for: 
None

Purpose of Job

The Cover Co-ordinator will administer the school’s system for covering the lessons and registrations of absent teachers.  It is vital that this process is carried out in an efficient but sympathetic manner.  The post-holder will need to liaise with staff and agencies on a daily basis will be responsible for accurate record keeping and will work with an assigned member of staff for handover purposes each morning.  It is expected that all information is recorded timely and accurately onto our SIMS software. For two hours each morning, the post-holder will carry out general admin duties to ensure that departments are able to run smoothly and efficiently. Details to be discussed with the post holder. Other admin tasks will be directed by the Office Manager.

Main Duties and Responsibilities
To be responsible for the daily management of the cover diary, assigning cover staff as required for sickness, trips, training etc.  This will include liaison with supply agencies as appropriate, communication with our HR officer to ensure that the Single Central Record for agency staff is up to date and authorising timesheets.

To greet supply staff as they come into school, ensuring that they have all the information necessary for their work at the school (cover work, procedures etc.)

The arrangement of cover required for absent tutors during registrations (morning and afternoon)

To be responsible for the circulation of information as required.

To be responsible for the co-ordination of the school’s internal weekly diary, detailing events, staff out of school etc.

To be responsible for the coordination of classroom bookings.

To be responsible for the recording of sickness and cover undertaken by staff and to coordinate with the HR officer for their aspects of work.  
To be responsible for the recording of absences and cover onto SIMS software.

To undertake day to day admin tasks as requested by individual Heads of Department.  This might include filing, collation and distribution of documents, word processing, spreadsheets, organising stock etc.

To be a first-aider, providing support and advice as appropriate (training will be provided).

Any other duties as required by the nature of the job.

Required Skills/Selection Criteria

Excellent administrative skills to ensure that duties are carried out to a high degree of accuracy.

Excellent personal and communication skills in order to liaise with a wide variety of people, both from the staff of the school, cover teachers and agencies.

Flexibility and ability to work as part of, and contribute to, the smooth running of the school; working proactively and efficiently in a pressurised environment.
The ability to work independently and unsupervised and to take initiative; multitasking and prioritising on a continual basis.
A recognition of the importance of working within the school’s structure, procedures and policies.

Excellent IT skills, including with  Excel spreadsheets, to provide statistics as required and entering information onto the school’s MIS (SIMS)

Evidence of a good record of attendance and punctuality. 

Willingness to undertake relevant training and professional development.

An empathy with the ethos of the school and a commitment to the protection and safeguarding of children and young people.

Desirable Skills

Previous experience of working in a school environment would be an advantage.

