KS5 English Co-ordinator

Payscale (TLR): T2c
	Post Title:
	KS5 English Co-ordinator

	
	

	Purpose:
	· To support the Head of Department and to deputise when and where appropriate.

· To ensure provision of an appropriately broad, balanced, relevant and differentiated curriculum for students studying at KS5, in accordance with the aims of the school and the curricular policies determined by the Governing Body and Headteacher of the school.

· To maximise the achievement of pupils in ​​​​​​KS5 English against national and locally agreed benchmarked targets.
· To act as a Curriculum Lead and be responsible for leading and developing this area.

· To engage actively in the development of excellent practice in the teaching of English at KS5.
· To monitor and support the overall progress and development of students as a manager within the curriculum area.

· To ensure delivery of Teaching and Learning Strategies.

· To ensure the curriculum is up to date and innovative.

· To maximise the learning opportunities for students.

· To monitor students’ learning in the classroom;

· To assist with the recording and updating of the English Department’s KS5 Student Tracking data;

· To assist in selection of appropriate materials (including ICT resources) to support KS5 curriculum;



	
	

	Reporting to:
	Head of Department

	
	

	Responsible for:
	The provision of a full learning experience and support for students at KS5

	
	

	Liaising with:
	Head, Deputies, Head of Department, teaching staff, relevant non teaching support staff, LEA representatives, external agencies and parents 

	
	

	Operational/ Strategic Planning


	· To lead the development of appropriate syllabuses, resources, schemes of work, marking policies, assessment and teaching strategies in the department, within the KS5 curriculum.

· The day-to-day management, control and operation of KS5 provision within the department.

· To assist in monitoring and following up student progress.

· To work with colleagues to formulate aims and objectives for the department which have coherence and relevance to the needs of students and to the aims and objectives of the school.

· To support the Head of Department in the application of ICT at KS5.

	
	

	Curriculum Provision:
	· To liaise with the Head of Department to ensure the delivery of an appropriate, comprehensive, high quality and cost-effective curriculum programme which complements the school’s strategic objectives.

	
	

	Curriculum Development:
	· To support curriculum development within the whole department with particular emphasis on KS5

· To liaise closely with the person responsible for KS4 to ensure a smooth transition for those pupils moving on to English at KS5

· To liaise with institutes of further education to ensure that the courses provided at KS5 are suitable in preparing students for this level of study.

· To keep up to date with national developments in the subject area and teaching practice and methodology.

· To actively monitor and respond to curriculum development and initiatives at national, regional and local levels.

· To liaise with the Head of Department to maintain accreditation with the relevant examination and validating bodies.

	
	

	Staffing

Staff Development:

Recruitment/ Deployment of Staff


	· To work with the Head of Department and Deputy Head to ensure that staff development needs are identified and that appropriate programmes are designed to meet such needs.

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

· To participate in the school’s ITT programme.

	
	

	Quality Assurance:


	· To ensure the effective operation of quality control systems.

· To assist in the process of the setting of targets within the department and to work towards their achievement.

· To help to establish common standards of practice within the department and develop the effectiveness of teaching and learning styles in all relevant curriculum area within the department.

· To contribute to the school procedures for lesson observation.

· To implement school quality procedures and to ensure adherence to those within the department.

· To participate in the monitoring and evaluation of KS5 in line with agreed school procedures including evaluation against quality standards and performance criteria.

· To seek / implement modification and improvement where required within KS5 English.

	
	

	Management Information:
	· To ensure the maintenance of accurate and up-to-date information concerning KS5.
· To assist in the use of analysis and evaluation of performance data.

· To assist in the production of reports on examination performance, including the use of value-added data.

· To assist in the identification of exam entries within the department.

	
	

	Communications:
	· To help ensure that all members of the department /curriculum area are familiar with its aims and objectives.

· To ensure effective communication, as appropriate, with the parents of students.

· To liaise with partner schools, higher education, Industry, Examination Boards, Awarding Bodies and other relevant external bodies.

	
	

	Marketing and Liaison:
	· To contribute to the school liaison and marketing activities, eg, the collection of material for press releases. 

· To contribute to the development of effective subject links with partner schools and the community, attendance where necessary at liaison events in partner schools and the effective promotion of subjects at Open Days/Evenings and other events in partner schools and the wider community..

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

	
	

	Management of Resources:
	· To assist the Head of Department to identify resource needs and to contribute to the efficient /effective use of physical resources.

	
	

	Teaching:
	· To undertake an appropriate programme of teaching in accordance with the duties of a standard scale teacher.

	
	

	Additional Duties:
	· To play a full part in the life of the school community, to support its distinctive mission and ethos and to encourage staff and students to follow this example.
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