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THE TOWERS SCHOOL

JOB DESCRIPTION


	Job Title
	Modern Foreign Languages Coordinator 

	Line Manager
	Deputy Headmistress

	Last Reviewed
	January 2018



Mission Statement	
 “As a Gospel centred community, we aim to:
· build a loving environment where pupils will be enabled to grow in the knowledge and love of God and of each other; 
· value each individual equally;
· enable all to flourish and develop their own talents; and
· teach individuals to value the unique gifts of those around them.”

SEMPER FIDELIS  - Always Faithful.
· To support the Roman Catholic ethos of the school and the charism of the Sisters of the Blessed Sacrament.
· To ensure that the intellectual, emotional, social, physical, and spiritual well-being of each pupil is of primary consideration.

To instil into each pupil the confidence to participate fully in the life of the school and to achieve their potential in everything they do. To encourage in pupils an awareness of self-discipline, responsibility, and respect for themselves and others in the community through having regard for the pupil’s own religious beliefs and culture, celebrating both common ground and difference.

JOB PURPOSE
· To implement and deliver an appropriately broad, balanced, relevant and differentiated curriculum for students and to support a designated curriculum area as appropriate. 
· To monitor and support the overall progress and development of students as a Teacher/Form Tutor. 
· To facilitate and encourage a learning experience which provides students with the opportunity to achieve their individual potential. 
· To contribute to raising standards of student attainment. 
· To share and support the school’s responsibility to provide and monitor opportunities for personal and academic growth. 
COORDINATOR RESPONSIBILITIES
· To lead the Modern Foreign Languages Department ensuring appropriate curriculum coverage and by setting an example through modelling excellent professional practice.
· To promote teamwork and motivate staff to ensure effective working relations.
· To be responsible for the day-to-day management and deployment of staff, including support staff and to be mindful of work/life balance. 
· To oversee arrangement for classes when staff are absent, ensuring proper cover work is provided, and that the cover teacher is aware of work to be done. 
· To oversee the induction and monitoring of new staff in the department, and to ensure that trainee teachers and NQTs are appropriately monitored and supported. 
· With the Senior Leadership Team, to plan for the staffing needs of the department, and to participate in the recruitment and selection of staff. 
· To monitor the teaching and learning within the Modern Foreign Languages Department; observe colleagues teach and carry out work scrutiny to maintain the highest possible standards.
· To monitor the performance and overall development of pupils, thereby maximising pupil achievement.
· To lead / oversee curriculum development, including the development of appropriate syllabuses, resources, schemes of work to school format, teaching, assessment and marking policies, which support the school’s implementation of all current statutory requirements.
· To liaise with the Exam Officer to maintain accreditation with the relevant examination and validating bodies. To ensure that there is a departmental presence at the start of every external examination in the subject. 
· To ensure the accuracy of exam entries and data. 
· To encourage collaborative projects in conjunction with other departments within and beyond the learning area, and outside the school’s formal timetable involving where appropriate, other staff and other schools, including feeder primaries. 
· To encourage, facilitate and participate in the development of ICT within the department. 
· To attend appropriate INSET, to co-ordinate departmental INSET, to contribute to whole school CPD programme with a view to developing and disseminating good practice.
· To ensure that appropriate foreign trips are undertaken.

 PLANNING, MONITORING AND EVALUATION 
·  To be accountable for the implementation of school policies and procedures within the department. 
 	To play an active role as a middle leader in whole school development. 
 	To ensure that the work of the department promotes a positive ethos and encourages social and moral responsibility through adherence to the school mission statement and aims. 
 	To manage the departmental stock, teaching resources and finances efficiently in order to achieve the aims of the school and the department. 
 	To draw and implement the Department Development Plan and prepare a departmental SEF. 
 	To analyse and interpret relevant national, local and school data and inspection evidence to inform policies, practice and expectations and teaching methods. 
 	To use data to intervene and support to ensure strong levels of progression for all pupils. 
STAFFING 

TEACHING
· To undertake a designated programme of teaching across key stages 3 and 4.
· To teach consistently high quality lessons. 
· To plan and deliver schemes of work and lessons that meet the requirements of both key stages.
· To be a role model for students, inspiring them to be actively interested in languages. 
· To maintain appropriate records and to provide relevant accurate and up-to-date information for SIMs. 
· To complete the relevant documentation to assist in the tracking of students. 
· To set expectations for staff and students in relation to standards of achievement and the quality of learning & teaching. 
· To prioritise and manage time effectively, ensuring continued professional development in line with the role. 
· To follow the school policies and procedures.
· To ensure the effective/efficient deployment of classroom support. 
· To maintain discipline in accordance with the school procedures, and to encourage good practice with regard to punctuality, behaviour, standards of work and homework.
· To follow schemes of work for MFL at both Key stages. 
· To promote aspects of Personal Development related to MFL updating professional knowledge and expertise as appropriate to keep up to date with developments in teaching practice and methodology, in general, and in the curriculum area of MFL. 
· To promote MFL learning through out of hours’ activities. Ensuring a high quality learning environment within the MFL area. 

MONITORING OF LEARNING AND BEHAVIOUR
· To oversee the academic progress of students in the department by regularly monitoring their academic progress and using student data and target setting to ensure that each student is reaching their potential 
 	To implement effective plans to tackle underperformance. 
· To monitor students’ attendance, punctuality and behaviour in Modern Foreign Languages lessons, ensuring that follow-up procedures are adhered to and that appropriate action is taken where necessary. 
 	To co-ordinate, monitor and develop provision for EAL, SEND and more able students in the department. 
 	To monitor the teaching and work of the department, including the planning and preparation and delivery of lessons, the keeping of records and reports to parents. 


COMMUNICATIONS 
 	To provide written reports and other information as required. 
 	To hold departmental meetings and other CPD activities, with minutes kept and distributed as required. 
·  To oversee the department’s presence at school functions and ensuring effective communication with parents.


SAFEGUARDING 
 	To follow the school’s policy in respect of safeguarding and child protection and ensure the health and safety of the students. These duties may be varied at the reasonable discretion of the Headmistress.
Please note that this school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. An enhanced criminal check will be carried out prior to confirming an offer of appointment. We welcome applications from ethnic minorities to provide further balance within our staff.

GENERAL RESPONSIBILITIES 
·  To support the pastoral work of The Towers and contribute to PSHE as required. 
· To run a weekly lunch time enrichment session/club. 
· To take appropriate action when there is a breach of the school rules. 
·  To carry out an equitable share of supervising duties in accordance with agreed rosters. 
·  To adhere to safety regulations. 
·  To participate in appropriate meetings with colleagues and parents in Directed Time, as required. 
·  To participate in the Staff Appraisal Scheme. 
·  To adhere to and promote school policies on equal opportunities and race equality. 
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