




Job description: Key Stage 4 English Coordinator 
To monitor and support the overall progress and development of students within KS4 English.  To develop and enhance the teaching practice of others and have a management overview of the English Department, in conjunction with the Curriculum Leader.  All employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description.
	Line Manager: 
	Curriculum Leader of English 

	Responsible to: 
	Headteacher




	Salary grade: 
	MPS/UPS plus TLR 2b

	Full time /FTE 
	Full time 



	KEY RESPONSIBILITIES

	TEACHING 

	1. 
	To fulfil all the requirements and duties set out in the current Pay and Conditions Documents relating to the conditions of employment for teachers, as well as the relevant standards for teachers. 



	CURRICULUM 

	1. 
	To take responsibility for the strategic and operational development of Key Stage 4 English in conjunction with the agreed aims and policies of the department and school..

	2. 
	[bookmark: _GoBack]To support the Curriculum Leader in the development of appropriate syllabi, resources, schemes of work, marking policies, assessment, teaching strategies and revision within Key Stage 4 English in line with school objectives and development plan.

	3. 
	To actively monitor and respond to curriculum development and initiatives at national, regional and local levels.

	4. 
	To take responsibility for internal assessment administration and ensure key assessments are embedded in English.

	5. 
	To keep up to date with national developments in Science and teaching practice and methodology. 

	6.
	To deputise, in their absence, for the Curriculum Leader for English.



	STAFFING, STAFF DEVELOPMENT AND CURRICULUM TEAM

	1. 
	To work with the Curriculum Leader to ensure that staff development needs are identified and addressed with best practice shared through the Curriculum Area and CPD Structures. 

	2. 
	To contribute to Performance Management processes, acting as a reviewer for staff within the Curriculum Area.

	3. 
	To contribute to regular meetings of the Curriculum Area, promoting teamwork and effective working relations to drive teaching and learning forward.

	4. 
	To support trainee teachers and NQTs where requested by the Headteacher. 

	5.
	To coordinate with the Lead Teacher of English to manage and monitor KS4.



	SELF EVALUATION AND PLANNING 

	1. 
	To implement Curriculum Area self-evaluation procedures and development plan processes in line with school procedures. 

	2. 
	To use school targets at KS4, to work towards their achievement, to maximise and monitor student achievement in English. 

	3. 
	To help to establish common standards of practice within the Curriculum Area and develop the effectiveness of teaching and learning. 

	4. 
	To develop portfolios of exemplar student work at KS4. 

	5. 
	To contribute and adhere to the school procedures for lesson observation, work scrutiny and learning walks. 

	6. 
	To seek and implement modification and improvement where required within the Curriculum Area and to maintain and implement a KS4 development plan.



	MANAGEMENT INFORMATION 

	1. 
	To assist in the monitoring and analysis of student performance data, ensuring action is followed up in line with the report analysis data sheets.

	2. 
	To assist with the organisation and grouping of students for both class sets and interventions.




	COMMUNICATIONS 

	1. 
	To circulate minutes of Curriculum Area meetings to appropriate staff. 

	2. 
	To contribute to the collection of material for press releases and social media. 

	3. 
	To ensure effective communication as appropriate with the parents of students. 

	4. 
	To liaise with Link Governors, partner schools, higher education, industry, examination boards, awarding bodies and other relevant external bodies. 

	5. 
	To ensure that regular meetings are held within the Curriculum Area and circulate minutes to appropriate staff. 

	6. 
	To contribute to the school’s website and VLE as required.

	7. 
	To contribute to the collection of material for press releases as required. 

	8. 
	To contribute to the development of effective subject links with partner schools, external agencies and the community; attending necessary liaison events in partner schools and to promote the Curriculum Area at Open Days/Evenings and other events in the wider community. 

	9. 
	To promote Out of Hours School Learning which stimulate an interest in the Curriculum Area and ensure that registers of attendees are kept.



	MANAGEMENT OF RESOURCES 

	1. 
	To organise the ordering of KS4 resources, liaising with the Curriculum Leader.



	STUDENT SUPPORT

	1. 
	To monitor students’ progress, performance and attendance in relation to targets set for each individual, ensuring that follow-up procedures are adhered to and that appropriate action is taken where necessary.

	2. 
	To assist the Curriculum Leader in implementing the school’s Behaviour Management policies, using the Staged Approach and with the monitoring of students.



	HEALTH, SAFEGUARDING AND SAFETY

	1.
	To assist in promoting and safeguarding the welfare of children and young people in the school.

	2.
	To assist in ensuring that staff within the Curriculum Area adhere to the School’s Health and Safety Policy.




All employees are expected to be courteous to colleagues and provide a welcoming environment to visitors and telephone callers. 

This job description is current at the date shown, but, in consultation with you, may be changed by the Headteacher to reflect or anticipate changes in the job commensurate with the grade and job title.
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