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	Job Description: 

Curriculum Assistant
Scale:  4


                                                                                                Updated March 2019  


	Post holder reports to: 
Humanities Curriculum Leader 
Purpose of Job:
· To provide efficient, effective administrative support for the Humanities Curriculum Area.
· To provide Humanities teachers with support inside and outside of the classroom to help to narrow any achievement gaps present within the subject areas.

· To contribute to raising the profile of the Humanities subjects across the wider school community.

· Any other duties as directed by the Headteacher.



Main duties and responsibilities
Teaching and Learning
· To support learning as an additional adult in or outside the classroom as and when required.
· To support the Curriculum area by designing and implementing interventions aimed to close achievement gaps.

· In consultation with relevant staff, designing and creating curriculum resources.

· Completing photocopying tasks when requested.

· Monitoring attendance to all interventions and revision sessions, and following up any non-attendance.

· To inputting and track data, including completing Curriculum area reports following each data drop, identifying the key achievement gaps.

· To maintain the Curriculum area’s calendar, to ensure all teachers are aware of key dates, such as data deadlines.

· To attend Curriculum Area meetings, school briefing’s and any other relevant meetings, ensuring to take and distribute minutes where relevant.

· To update and maintain the Curriculum area’s visual tracking walls.

· To celebrate the achievement of students, through celebration displays and parental contact.

· To cover supervise lessons within the Curriculum area when required, as directed by the Humanities Curriculum Leader.

· Managing and developing IT resources within the Curriculum Area, including completing a termly audit of the ICT resources, managing the IT booking system and requesting IT support when required.

· Creating and maintaining a cover work system, including distributing relevant cover work when necessary, as requested by the Curriculum Leader.

The Profile of Humanities

· To organise school events (including organising assemblies) to mark key Humanities occasions in the school and calendar year, and events such as open evening. 

· Contacting outside organisations on behalf of Curriculum Leaders to make bookings for events, visits etc.

· To update and maintain displays in and outside classrooms to promote a positive, purposeful and relevant learning environment.

· Assist in promoting the ethos of the Curriculum area by helping to keep quiet in corridors at lesson changeover, and encouraging students to arrive to lessons on time.

· To be present in the Curriculum area during break and lunch times, to ensure school rules are being adhered to and the area is being kept tidy and orderly.

Administration

· Maintaining stock levels in the department and ordering items required and keeping up to date records of orders, delivery notes and invoices.

· In consultation with relevant staff, contact parents to give notifications and updates on progress and behaviour. 
· Replenishing the Multi-Functional Devices (MFD) and reporting issues to Student Services.

Additional duties

· To work within the framework of the school vision and values, adhering to SB staff expectations at all times.

· To maintain high standards of professional behaviour and presentation.
· To take responsibility for Health & Safety in the postholder’s area of work.

· Any other duties commensurate with the grade which may be required from time to time.

· All staff are expected to take part in staff development.

This job description will be reviewed annually.

EQUALITY, DIVERSITY, SOCIAL JUSTICE, ANTI-RACISM 

We are committed to and champion equality, diversity, social justice, and anti-racism in all aspects of employment within the Trust.  All employees are expected to understand and promote these principles in the course of their work.

SAFEGUARDING CHILDREN

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 and uphold all relevant procedures.
	I have read the Job Description and agree to all the terms and conditions set out.  I also agree to comply with all School Policies, Child Protection and Health and Safety regulations.  I understand that this Job Description is not an exhaustive list and I agree, when required, to undertake any reasonable request made by the Leadership Team.
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	Date:


	


