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Job Description
School PE and Sport Co-ordinator
Status: 	Full time, permanent
Responsible to:	Senior Leadership Team (SLT)
Job purpose:             To actively support the vision and values of Windlesham School. The post holder will provide leadership and management of PE, ensuring the department delivers high quality teaching effectively using the resources available to raise standards of learning and achievement for all pupils.
Key Responsibilities
Strategic Direction and Development of PE
Develop and implement policies and practices for PE which reflect the school’s commitment to high achievement, whereby students are inspired to reach their potential and staff aspire to continuously develop and raise standards, setting stretching targets for students and staff
Work with the SLT and the department to establish a clear, shared understanding of the importance of high-quality teaching of PE that engages students and enables them to achieve stretching goals
Use and analyse data, ensuring effective progressive plans are in place for individuals and for groups of students
To lead in all aspects of PE, Swimming and Sport across the School 
To develop an atmosphere of inclusivity with a strong ethos of sportsmanship and fair play. 
To seek opportunities for pupils to engage in activities with other schools, competitions and challenges in Sport (including with ISA) and therefore promote the School’s sporting profile. 

Teaching and Learning
Ensure curriculum coverage, continuity and progression in the subject for all students, including those of high ability and those with special educational needs
To oversee the teaching of PE and Sport throughout the school, ensuring it is of a consistently high standard and that best practice is shared across the department
[bookmark: _GoBack]To teach boys’ and girls’ PE

Establish and implement clear policies and practices for assessing, recording and reporting on student achievement at an individual and group level, utilising this information to recognise achievement and to assist students in setting stretching targets
Ensure that information about students' achievements in previous classes and schools is used effectively to secure good progress in the subject
Evaluate the teaching of PE in the school, utilising this information to identify effective practice and areas for improvement, taking appropriate action to improve the quality of teaching
To participate fully in the School’s programme of extra-curricular activities 
To lead and progress boys’ games

Leading and Managing Staff
Establish clear expectations and positive, healthy working relationships amongst staff involved with the subject, encouraging collaboration, team working and mutual support; devolving responsibilities and delegating tasks, as appropriate; evaluating practice; and an accountable culture
To ensure the smooth running of the department on a day to day basis 
Work directly with the SENCO and any other staff with special educational needs expertise, to ensure that individual education plans are used to set subject‐specific targets and match work well to students' needs
 To work collaboratively with others, valuing diversity, utilising strengths and aspiring to achieve stretching objectives as a team, recognising the input of others
Establish staff and resource needs for the subject and advise the SLT and other senior managers of likely priorities for expenditure, allocating available subject resources with maximum efficiency to meet the objectives of the school and subject plans and to achieve value for money and high-quality outcomes
Maintain existing resources and explore opportunities to develop or incorporate new resources from a wide range of sources inside and outside the school
Utilise accommodation to create an effective and stimulating environment for the teaching and learning of PE
Ensure there is a safe working and learning environment in which risks are properly assessed

Administration
To create and oversee a balanced fixture list, organising and managing tournaments, events and galas across the school 
To plan, organise and deliver Lower School and Upper School sports days  
To liaise with SLT in the coordination of the termly fixture list well in advance in terms of the school calendar and arranging appropriate transport is booked via the PA/school office. 
To ensure all equipment and facilities are tidy and in safe working order, reporting any issues to the site and Health and Safety team/s. 
To maintain and develop planning in response to pupil tracking and the production of termly grade cards and annual reports. 
To organise the School’s programme of residential trips

Skills

Confident use of IT
High level of communication skill, both written and oral, enabling the post holder to actively listen and engage with others, overcoming barriers to understanding, dealing effectively with contentious and/or sensitive issues, dealing with difficult conversations with empathy and sensitivity, whilst asserting as appropriate
High level of research skill; translating national and local changes into appropriate pathways and approaches, ensuring other stakeholders are involved and knowledge is shared
Ability to work independently within a team, focusing on achievement at an individual and a departmental level
Ability to lead others, managing day‐to‐day operational issues collaboratively whilst also ensuring staff have a meaningful vision for the future

Person Specification
Essential 
Qualified Teacher status
First degree or equivalent
Full UK driving licence
Have had experience of one or more of the following; football, rugby, swimming and athletics 
Proven record of high level of administration
Excellent communicator (written and verbal) with parents, pupils and colleagues
Personally committed to continuing professional development
A team player with sound interpersonal skills and sensitivity 
Honest and hard-working
An eagerness to participate fully in the life of a busy Prep School
High level of competence in ICT with very good skills in MS Word, Excel, Outlook and PowerPoint
Enthusiasm and a keen sense of humour
An effective and successful teacher with firm discipline, high personal standards and high expectations of pupils
Committed to safeguarding the physical, emotional and mental well-being of young people
Remains positive and enthusiastic under pressure

Desirable 
Experience of leading and managing a department
Experience of teaching in more than one key stage
At least 3 years’ successful teaching experience in the primary age range
Ability to drive a school mini bus
Hold swimming teaching qualifications 
Hold a current first aid certificate or are willing to acquire one
Hold level 1 coaching qualifications in football or rugby
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