[image: image1.jpg]EL LIMONAR
INTERNATIONAL
SCHOOL

LEARNING TODAY, LEADING TOMORROW




El Limonar International School, Villamartín
JOB DESCRIPTION: KEY STAGE 1 COORDINATOR

2018-19
The job holder’s responsibility for promoting and safeguarding the welfare of children and young person’s for whom s/he is responsible, or with whom s/he comes into contact will be to adhere to and ensure compliance with the relevant Cognita Safeguarding; Child Protection Policy and Procedures at all times.  If in the course of carrying out the duties of the role, the job holder identifies any instance that a child is suffering or likely to suffer significant harm either at school or at home, s/he must report any concerns to the School’s Designated Safeguarding Lead (DSL) or to the Headteacher or Executive Principal or indeed to the Regional CEO so that a referral can be made accordingly to the relevant third party services.

Main purpose of the role:

· To provide a professional example which demonstrates the commitment required to achieve excellence and school improvement: managing professional development and review; organising and implementing the curriculum; monitoring and evaluating standards of teaching and learning and organising and managing day to day procedures to enable the smooth running of the Key Stage

· To coordinate and evaluate teaching and learning within Key Stage 1 and to liaise with other members of the Middle leadership Team where necessary, to ensure continuity and progression throughout the curriculum

· To oversee the implementation of procedures for students’ pastoral care, child protection, personal development and behaviour

· To secure that all agreed quality and safety standards are maintained in the KS1 Department at all times

· To work closely with parents/carers to ensure high levels of involvement and customer satisfaction at all times

General Responsibilities and accountabilities:

To understand, uphold and promote the school aims, principles and objectives

· Fulfils contractual requirements

· Upholds school aims, principles, objectives contributing to the efficient and effective running of the KS1 Department, maximising academic standards and pastoral care

· Is accountable to the Head of Primary and Early Years
· Keeps abreast of developments and makes recommendations to their line manager
· Understands fully, promotes and implements ELIS Cognita Safeguarding policy and procedures 

· Assists the Head of Primary and EY, as well as the rest of the SLT, with the implementation of the School Improvement Plan, school self-evaluation and inspection processes
· Leads the performance management and carries out staff appraisals of KS1 teachers and support staff when required by the line manager and is fully aware of individual staff performance management targets. 

· Assists line managers in ensuring that all KS1 staff plan, organise and implement an appropriate instructional programme which is in accordance with students´ needs, interests, and aptitudes and within the resources of the school
· Contributes to the performance management of the KS1 staff and pupils efficiently and effectively

· Establishes and maintains proper standards of professional performance

· Ensures that parents have access to all the relevant information affecting their child’s education

· Attends and participates in open/parent evenings

· Understands and fulfils all responsibilities in accordance with whole school academic and organisational policies

· Attends and contributes to regular operational and strategy meetings with the Head of Primary and Early Years and with the Middle Leadership of the Lower School
· Undertakes any other duties within the scope of the post as required

· Works within the constraints of the school budget liaising with the Head of Lower School

· Prepares for and attends school governance meetings with the Assistant Director of Education (ADE) as required

Specific tasks:

1.  Leadership and Staff Management and Development

· Leads and manages a team, motivating and inspiring them with a shared sense of direction, pride and energy. Conveys a positive ´can do´ attitude and presents a united front to secure successful outcomes of school initiatives

· Is a strong advocate for change and a champion for school improvement

· Supports the Head of Primary and EY in providing a clear vision and direction for the Development of the School
· Assumes responsibility for the management of  KS1 in the absence of the Head of Primary and EY 
· Plans, manages and implements the annual Performance Management process fir teachers and support staff with the supervision of the Head of Primary and EY 
· Supports KS1 staff in the carrying out of their job descriptions

· Ensures that staff have a role in policy making where appropriate

· Works with the Head of Primary and EY on drawing up and reviewing job descriptions

· In conjunction with the Head of Primary and EY, develops, publishes and maintains a KS1 Developmental Action Plan that will form the basis of the post-holder’s own performance management and appraisal process
· Writes and reviews (providing evidence of progress) the relevant areas of the School Improvement Plan and Department booklets, such as Staff handbooks

· Prepares and delivers annual induction programme for staff in KS1 under the leadership of the Head of Primary and EY and in collaboration with the rest of members of the Middle Leadership Team

· Plans, organises and chairs Key Stage 1 meetings when and as appropriate in order to ensure school policies, practices and the delivery of the curriculum are being implemented
· Liaises with the person responsible for the cover for KS1 staff

· Identifies staff training and developmental needs through the performance management process and plans with the Head of Primary and EY to ensure these needs are met

· Keeps all staff well informed about the organisation of the day to day running of the school as well as future planning
·  Oversees the coordination of reports, proposing changes and updates as and when required and to help ensure their accuracy and quality. To support the Head of Primary and EY in proof-reading KS1 reports

· Supports the Head of Primary and EY to plan and create timetables for each academic year

· Supports all the Primary team by personally being involved in covering absences to try to alleviate cover needs
2. Teaching and Learning

To ensure that the curriculum on offer at KS1 conforms to the requirements of the National Curriculum for England and Wales as well as the guidance from NABSS, COBIS, CIS and relevant examining bodies

· Leads by example as a teacher and as a manager, achieving high standards of pupil attainment, behaviour and motivation through effective teaching
· Takes overall responsibility for the day to day pastoral care of pupils in Key Stage 1 in conjunction with the SLT
· Leads change in Teaching and Learning across Key Stage 1 and takes a lead role with new curriculum developments
· Assists with the organisation and management of any external baseline testing (such as GL Progress tests) and manages the distribution and subsequent analysis of academic data produced
· Monitors the quality of teaching and learning in Key Stage 1, in line with the school policy. This must include learning walks, lesson observations, monitoring
short and medium term planning and scrutiny of pupil´s work
· Monitors pupil progress by ensuring that pupils´ individual needs are being met and staff set both individual and group targets on a regular basis
· Assists the Head of Primary and EY, Immersion staff, SEN support staff and teachers in the assessment and implementation of appropriate action steps that may be required, to meet the individual needs of pupils as part of the ELIS ESOL and SEN provision

· Reviews long term planning in Key Stage 1 to ensure coverage, progression and a range of learning experiences across the Key Stage
· Supports subject coordinators in the implementation of curricular initiatives and liaises with them to ensure the consistency and quality of the delivery of the educational programme
· Ensures continuity and progression from year group to year group and between Key Stages. This requires the post-holder to have an understanding of curriculum, standards and requirements at EYS and KS2.

· Liaises with the EVC (trips and visits leader) to suggest and support educational visits
· Prepares Teaching Resources, book lists and materials orders and sends to the Head of Lower School for approval

3. Parental involvement: managing relationships and sharing information

· Builds a strong parent/carer relationships through day to day liaison with parents, resolving any issues or complaints as they arise
· Encourages the involvement of parents/carers at all levels in the work of the KS1 Department, including regular meetings to review student progress
· Supports the Head of Primary and EY in helping parents understand the British Curriculum 
· Supports the SLT in making sure pupils stay at the end of the Key Stage and are fully informed about the next stages of the British education system
·  Ensures there is an outstanding communication with the families within the (meetings, journals, letters)

· Is proactive at dealing with parents concerns/complaints and always keep the Primary leadership fully informed 
· Participates in individual meetings with parents
4. Qualifications, experience and personal qualities required:

· Teaching qualification 

· Excellent communication skills, both written and verbal.
· Achievement orientated with an ability to use own initiative.
· Well-organised and works autonomously with minimal close supervision.
· Strong people management skills with the ability to lead and motivate a team.
· Thorough with strong attention to detail and a commitment to excellence.
· Proactive and innovative approach to challenges and ideas, plus strong solving capabilities.
· Flexible and receptive to change.
· Resilience, i.e. maturity, ability to cope with pressure and difficult people.
· Willing to acquire new skills and undertake further training when necessary.
· Enjoys working collaboratively as a member of a team.
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