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Role: 
Literacy and Reading Programme Coordinator Please note that this is a post of responsibility in addition to the main scale teaching responsibility
Hours of work:

8am – 4pm (Monday – Friday)
Department: 

English

Salary: 


United Learning Pay Policy + TLR 2b (£4,398) 
Reporting to: 

Curriculum Area Leader English
Main Purpose of Job
· To promote a life-long love of reading amongst all Manchester Academy students

· To rapidly improve reading ages and levels of literacy across the Academy and conduct the duties detailed below and going forward
· To support the CAL in ensuring that Manchester Academy students succeed in the acquisition and development of Reading and Literacy skills and gain appropriate qualifications in the subject/s in the curriculum area
· To support all CALS in monitoring the standards of delivery of aspects of Reading and Literacy and to provide all staff with strategies and tools to facilitate progress in these areas
· To establish  purposeful and effective Literacy schemes of work at KS3
· To lead in the development of interactive technology to enhance revision, literacy and intervention strategies and to effectively manage the scheduling, implementation, delivery and evaluation of a variety of Reading ‘catch up’ and ‘acceleration’ programmes
· To contribute to the whole school SEF, Development Plan, T Reports and Governor updates 
· To use all data available to monitor and measure progress in the areas of Reading and Literacy development 
Responsibilities of the Post:
· To ensure that a fit for purpose Literacy policy is established and adhered to by all staff
· To empower all staff as teachers of literacy and to ensure that literacy is addressed in all lessons
· To lead, monitor and evaluate all aspects of the delivery of the Literacy Curriculum at KS3 and to embed an increased focus and emphasis on basic literacy at KS3 in all English schemes of work, in the light of the 9-1 GCSES
· To work with departments and curriculum areas to identify suitable literacy themes to be addressed through subjects and relevant texts to be used to enhance reading within all aspects of the curriculum
· To lead the literacy across the curriculum working party which will develop a literacy/reading teacher toolkit for all staff
· To offer training and support to teachers regarding the delivery of aspects of literacy and reading, through CPD during INSET days and twilight
· To establish effective Reading Age testing procedures and ensure that base line data is effectively used to close Reading Age gaps through the effective use of the most appropriate catch up programmes
· To coordinate all areas of literacy and reading intervention within the Academy (to include Transition, ASD, Learning Support and Induction)
· To work effectively with external agencies to offer high quality interventions linked to literacy and/or reading 
· To establish a literacy marking policy and monitor and evaluate impact across the school
· To liaise with partner primary schools to connect primary and secondary school literacy and to provide early identification systems for students with below expected age related Reading abilities
· To plan, implement and monitor effective literacy packages in form time
· To support and train as required LSA’s as effective deliverers of literacy and reading programmes and interventions
· To provide SLT with regular updates linked to the developments of literacy and Reading across the academy, including the impact of catch up and pupil premium funding on levels of literacy and reading progress
· Keeping up to date with subject development
· Carrying out QA related to curriculum content, including book/work/planning scrutiny with a specific focus on areas of planning/teaching/assessment for literacy
· To model at least Good practice relation to the quality of Teaching and Learning
· Perform any other reasonable duties as may from time to time arise at the request of your Line Manager, the Principal or Vice Principal.
Routine Administration:
· To ensure regular team liaison regarding curriculum
· To complete line management tasks linked to members of the various programme delivery teams
· To participate in Performance Management 

· To liaise with the Data and Examinations Team and the SENCO as required
· To provide regular updates and reports as required by Line Manager/SLT/Governors/External Bodies
This job description will be updated on a regular basis in consultation with the post holder
The above information is to help staff understand and appreciate the work content of their post and the role they are to play in the organisation. However it should be noted that whilst every effort has been made to outline all the duties and responsibilities of the post, a document such as this does not permit every item to be specified in detail. Broad headings may therefore have been used, in which case all the usual associated duties are include in the job description. 

Person Specification:
Literacy and Reading Programme Co-ordinator 

	No
	Description
	Rating
	Evidence

	
	        Knowledge and Understanding
	
	

	1.
	A degree or equivalent.
	Essential
	Application

	2.
	A confident and competent user of ICT.
	Essential
	Application

	3.
	Ability to use an interactive whiteboard as a teaching tool.
	Desirable
	Interview

	4.
	Experience of teaching a diverse student body.
	Desirable
	Interview

	5.
	A – Level English Language, Literature, or combined. 
	Desirable
	Application / Interview

	
	Teaching and Assessment
	
	

	9.
	An understanding of Assessment for Learning.
	Essential
	Application / Interview

	10.
	Ability to assess student work accurately and precisely using criteria.
	Essential
	Application / Interview

	11.
	Ability to motivate, engage and enthuse learners.
	Essential
	Application / Interview

	12.
	Ability to plan work and assess which results in learners making sound and steady progress.
	Essential
	Application / Interview

	13.
	A willingness to plan, organise and run educational trips and visits
	Essential
	Application/Interview

	
	Student Learning and Progress
	
	

	14.
	An understanding of the importance of data in relation to student progress.
	Essential
	Application/Interview

	15.
	Experience in the analysis and evaluation of data
	Essential
	Application/Interview

	16.
	To keep accurate, precise and relevant records of student achievement.
	Essential 
	Application/Interview

	17.
	A proven track record in raising attainment at Key Stages 3 and 4
	Desirable
	Application/Interview

	18. 
	A proven track record in developing innovative and engaging interventions
	Desirable
	Application/Interview

	
	Wider Professional Effectiveness
	
	

	19.
	To comply with Academy routines and protocols as written and intended.
	Essential
	Application/Interview

	20.
	To communicate effectively and willingly with all Academy stakeholders.
	Essential 
	Application/Interview

	21.
	To demonstrate awareness of the need to promote and protect the Academy’s profile and reputation.
	Essential
	Application/Interview

	
	Professional Characteristics
	
	

	22.
	To demonstrate commitment to the professional development of self and that of the Academy.
	Essential 
	Interview
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