


The Stoke and Staffordshire Teaching Schools’ Alliance
	Job Profile

	Job Number
	Post Title
	Grade
	Points
	Date

	Based on AA7087
	    SSIF Project Coordinator
	Grade 8
	NJC 
518
	January 2013


Responsible to: 
The Project Management Group
This job profile is specific to the Strategic School Improvement Fund project and is a fixed term post from April 2018 – July 2019.

Statement of Purpose 
To organise and take effective responsibility for administrative systems and support to the Stoke and Staffordshire Teaching Schools’ Alliance Project Management Group.
Support for the Project team

· To establish an indepth understanding of the project 

· Develop administrative systems and procedures which allow for effective management of the project

· Building relationships, communicating and liaising with key stakeholders
· Arranging and attending meetings of the Project Management Group.  Recording minutes, producing and circulating and all follow up work arising from meetings

· Providing regular updates and reports for the Project Management Group

· Organising and co-ordinating project events and training sessions
· Collating evaluations from events and training
· Co-ordinating network meetings

· Tracking and maintaining accurate records of project activity

· Financial management of the project

· Preparation of financial reports for the Project Management Group

· Financial monitoring to ensure spending is within the agreed trajectory, that all expenditure is in accordance with the terms of the grant, identification of related issues/problems

· Completion of financial returns in line with the conditions of the grant.

Other support to staff
· Provide personal, administrative and organisational support 
· Maintain effective paper and e-filing systems as required
· To keep a daily diary for members of the Project Management Team
· May be required to undertake other confidential administration
· Undertake research and obtain information to inform decisions
· Assist with marketing and promotion of the Alliance including producing a monthly newsletter
· Undertake administration of complex procedures/complex IT based tasks
Professional Accountabilities 
The post holder will be based at John Taylor High School and is required to be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection and in particular the regulations relating to GDPR, reporting all concerns to an appropriate person.  In addition they are to contribute to the achievement of the school’s objectives through: 

Safeguarding

· Promote and safeguard the welfare of children and young persons you are responsible for or come into contact with.
Financial Management 

· Personally accountable for delivering services efficiently, efficiently within budget and to implement any approved savings and investment allocated to the service area. 
People Management 

· To comply and engage with people management polices and processes

· Establish constructive relationships and communicate with other agencies/professionals.

· Attend and participate in regular meetings. 

· Participate in training and other learning activities and performance development as required. 

· Recognise own strengths, areas of expertise and use these to advise and support others. 

Equalities

· Ensure that all work is completed with a commitment to equality and anti-discriminatory practice, as a minimum to standards required by legislation. 
Health and Safety 

· Ensure a work environment that protects people’s health and safety and that promotes welfare and which is in accordance with John Taylor MAT’s Health and Safety policy.

Person Specification
SSIF Project Coordinator - Level 4
	Criteria


	Measured by



	Experience

· Experience of development, management and operation of

administrative systems.

· Several years experience working in a business environment at a managerial level.

· Budget management experience. 
	I

T

	Qualifications/Training

· NVQ Level 3 or equivalent qualification or experience in a relevant discipline.

· RSA 3 or equivalent qualification in typing/word processing.

· Safeguarding children training
	AF/I

	Knowledge/Skills

· Very good numeracy/literacy skills.

· Robust knowledge of relevant policies/codes of practice and awareness of appropriate relevant legislation 

· Excellent ICT skills.

· Ability to work constructively as part of a team, understanding own and others roles and responsibilities 
· Ability to relate well to children and to adults.

· Excellent communication skills.

· Excellent organisation skills.

· Ability to prioritise effectively.
	AF/I

	Behavioural Attributes

· Builds personal relationships with stakeholders, through regular contact and consultation.

· Takes responsibility for ensuring customer care.

· Understands the Alliance development plan and how it relates to team and individual objectives.

· Accepts, supports and quickly implements change.

· Identifies and promotes best practice and encourage the sharing of ideas.

· Proactively seek opportunities to increase job knowledge and understanding.

· Values the diversity of individuals, adaptable approach to meet individual needs and effectively utilise the diversity of others
· Works with others to resolve differences of opinion and resolve conflict.

· Requires minimum supervision.

· Takes responsibility for own actions.

· Identifies and overcomes barriers and manage risks.

· Takes quick and effective action.

· Demonstrates focused implementation of role and responsibilities.

· Is accountable for takes ownership of own development needs
	AF/I


AF = Assessed at Application Form
       I = Assessed at Interview
         T = Assessed through Test

Note 1:

In addition to the ability to perform the duties of the post, issues relating to safeguarding and promoting the welfare of children will need to be demonstrated these will include:

· Motivation to work with children and young people.

· Ability to form and maintain appropriate relationships and personal boundaries with children and young people.

· Emotional resilience in working with challenging behaviours and

· Attitudes to use of authority and maintaining discipline. 

