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JOB DESCRIPTION – KS4 CO-ORDINATOR: ENGLISH
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Operational / Strategic Planning 
· To lead the development of appropriate syllabi, resources, schemes of work, marking policies, assessment and teaching and learning strategies in Key Stage 4 English. 
·  To be responsible for the day-to-day management, control and operation of course provision within Key Stage 4 English, including the effective deployment of staff and resources. 
· To actively monitor progress and follow up concerns, guided by school policies and procedures 
· To lead and manage the planning of Key Stage 4 English and to ensure that the planned curriculum reflects the needs of students, the School Improvement Plan and the wider aims and objectives of the school. 
·  To organise opportunities for More Able and HPA students to develop their skills and enjoyment. 

Curriculum Development

· To keep up-to-date with national developments in Key Stage 4 English and teaching practice and methodology.
· To liaise with the Subject Leader of English to maintain accreditation with the relevant examination and validating bodies. 
· To ensure that the development of Key Stage 4 English is in line with national developments. 
Staffing 
· To work with the relevant SLT Link to ensure that staff development needs are identified and that appropriate programmes are designed to meet such needs. 
· To continue your professional development as agreed with the Subject Leader of English. 
· To be responsible for the efficient and effective deployment of support staff within Key Stage 4 English. 
· To undertake appraisals and to act as reviewer for a group of staff within Key Stage 4 English. 
· To make appropriate arrangements for classes when staff are absent, liaising with the Cover Supervisor. 
· To participate in the interview process for staffing posts when required and to ensure effective induction of new staff in line with school procedures. 
· To promote teamwork and to motivate staff to ensure effective working relationships, acting as a positive role model. 
Quality Assurance
· To ensure the effective operation of quality assurance for teachers in Key Stage 4 English in line with the school’s monitoring and observations schedule
· To contribute to the process of the setting of targets within Key Stage 4 English and to work towards their achievement. 
· To establish and develop high quality learning and teaching in Key Stage 4 English. 
· To monitor and evaluate Key Stage 4 English in line with school self-evaluation procedures.
· To seek/implement improvement and modification where required. 
Management Information 
· To ensure that accurate and up-to-date information concerning the Key Stage 4 English area is maintained. 
· To make use of, analyse and evaluate performance data provided, taking appropriate action on issues arising setting deadlines where necessary and reviewing progress on the action taken. 
· To help produce reports on examination performance, including the use of value-added data. 
· To manage the collection of student data within Key Stage 4 English through liaison with relevant staff. 
· To provide the Governing Body with relevant information relating to the curriculum area’s performance and development. 
Communications & Liaison: 
· To ensure effective communication / consultation as appropriate with the parents/carers of students.
· To liaise with partner schools, Higher Education, Examination Boards, Awarding Bodies and other relevant external bodies.
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