BEACONSFIELD HIGH SCHOOL


PHYSICAL EDUCATION ADMINISTRATOR
Hours:


12 hours per week, days/hours of week flexible, 39 weeks per annum, term 

time only  

Bucks Pay Range 2   
Salary  £5,101 to £5,730  dependent on experience 

Additional hours may be available for applicants with coaching capabilities and/or a minibus driving licence 

Start Date:
4 January 2018 

Responsible to:
Head of PE 
Purpose of Post:
To support the delivery and help co-ordinate a comprehensive school programme of high quality sporting clubs and fixtures and high quality learning in PE/Dance lessons at Beaconsfield High School.
Primary Duties
1. To be responsible to the Head of PE for the maintenance of an up-to-date fixtures list and facilitate the setting up, confirming, transport arrangements and printing of fixtures and clubs throughout the academic year.
2. To assist the Head of PE and staff in the department in specific administration tasks, events, educational visit preparations and department displays.   
Secondary Duties
3. To further prove to be a useful team member with the ability to supervise pupils in both the sporting and general contexts. 
4. To be responsible for the turnaround of kit cleaning and sport equipment preparation, maintenance and ordering.
5. To be available, in reasonable line with other Sport colleagues, to supervise and attend fixtures and other sporting commitments at all times of the year.    

General
6. To carry out all duties with regard to relevant legislation, policies and procedures including Health and Safety and Equal Opportunities.

7. To undertake such other relevant duties as may from time to time be determined by the Head of PE.

Additional Notes
8. Applicants with ability to do any of the following; coaching, first aid, drive the minibus, assist or lead extra-curricular clubs and fixtures and/or PE cover lessons would be highly desirable.
9. The successful candidate will be expected to demonstrate effective time management and independence in the execution of their duties.  Personal motivation and organisation are seen as important, as is the ability to work to and meet tight timetables.

10. As this post involves working with young and vulnerable people, the appointment will be subject to a satisfactory enhanced DBS check.
As per part 7 of the Immigration Act 2016, “the ability to converse with ease with members of the public and provide advice in accurate spoken English” is an essential requirement for this role.
Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken has not been identified.

PHYSICAL EDUCATION TECHNICIAN
Person Specification

	
	Essential
	Desirable 

	EXPERIENCE AND KNOWLEDGE

	A recent sporting background, and a knowledge of sports on a wide spectrum 
	(
	

	Knowledge of school structures and networks
	
	(

	A sound understanding and appreciation of the importance of sport in education
	
	(

	A sound understanding of IT processing packages and their practical use in delivering a sports programme
	(
	

	SKILLS

	Coaching skills – the ability to communicate clearly and motivate young people
	(
	

	Interpersonal, communication and negotiation skills
	(
	

	Strong organisational and administrative skills
	(
	

	General sporting ability
	
	(

	Ability to work under pressure to tight deadlines
	(
	

	Ability to drive the school minibus
	
	(

	OTHER REQUIREMENTS

	Pride in personal presentation, fitness and sporting skills
	(
	

	Ability to manage own time and act on own initiative
	(
	

	Ability to prioritise
	(
	

	Willingness to work unsociable hours, including some evenings and a few weekends 
(as and when required and in line with other Sport Staff)
	(
	

	Flexible attitude to work
	(
	

	Ability to contribute to a team environment
	(
	

	Commitment to equal opportunities in sporting provision
	(
	

	Commitment to continuous professional development
	(
	


