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	KING EDWARD VII SCHOOL 

JOB DESCRIPTION



	CHILDREN AND YOUNG PEOPLE’S DIRECTORATE
	King Edward VII School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment

	SERVICE AREA


	KING EDWARD VII SCHOOL 

	POST TITLE
	Languages Project Coordinator

	SALARY RANGE
	Grade 6 Pt 21-26

	RESPONSIBLE TO
	School Business Manager

	RESPONSIBLE FOR
	Languages Department Assistant
Evening Class Administrator

Saturday School Administrator

	HOLIDAY AND SICKNESS RELIEF
	Other members of the administration teams

	PURPOSE OF JOB


	To ensure the efficient administration and organisation of a variety of activities and projects in relation to provision for languages



JOB DESCRIPTION FOR THE POST OF: Languages Project Coordinator

The postholder must at all times carry out his/her duties and responsibilities within the spirit of City Council and School Policies and within the framework of the Education Act 2002, and School Standards and Framework Act 1998 with particular regard to the statutory responsibilities of the Governing Bodies of Schools.

Key tasks:

1) Project Management
a. Foreign Language Evening Classes: working with the evening class receptionist / administrator and supporting the evening class tutors in the delivery of an extensive programme language classes for adults, including publicity and recruitment of learners and the management of accounts, resources and equipment
b. HoLA: Home Language Accreditation Project: administer, organise and liaise with external Schools and agencies to arrange the HOLA exams, timetables, coordinate exam marking, speaking exam organisation and student data.
2) Management of external links and partnerships

a. Maintaining the School’s established links with the local educational community

b. Maintaining the School’s established links with local ethnic minority communities and their language schools 
3) Account Management 
a. Maintaining account spreadsheets for all of the language activities

b. Providing regular updates of evening class finances for languages together with the Business Manager
4) Management of publicity and public profile of language activities 
a. Regular contributions to the School’s Newsletter to parents

b. Regular updates of the evening class pages on the school website including the work completed by community Schools
c. Produce evaluations and reports on evening class and language events and other activities and present to Senior Leadership Team and Governing Board
d. Contribute to maintaining and enhancing the high reputation of the School alongside contributing to marketing and publicity as required

5) Personnel Management
a. Managing three clerical and administrative support staff, in liaison with the School Business Manager:
· the language departmental assistant 

· the evening class receptionist / administrator

· the centre administrator supporting the Community Language Schools based at the School on Saturdays 
b. Managing approximately fifteen evening class tutors, in liaison with the HR and Cover Manager and the School Business Manager 

c. Participate in continuing professional development, including the performance management process, with the School Business Manager as line manager for the Languages Project Coordinator
6) Routine Administrative Duties

a. Attend scheduled meetings e.g. line management meetings with tutors and administration staff

b. Disseminate information about language activities to staff and students as necessary

c. Maintain display boards and ensure high standards of visual presentation of the language projects throughout the School on both sites
7) General

a. To be willing to undertake training and professional development as required of the post

b. Attend occasional evening classes and weekend meetings

The job description is neither prescriptive nor exhaustive but is intended to reflect the level and nature of the tasks required. Additional tasks may be added following negotiations between the postholder and relevant manager.

The post holder must at all times carry out his/her duties and responsibilities within the spirit of City Council and School Policies and within the framework of the Education Act 2002, and School Standards and Framework Act 1998 with particular regard to the statutory responsibilities of the Governing Bodies of Schools.
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Person Specification – Language College Coordinator

	Minimum Essential


	Method of Assessment

	Skills /Abilities / Knowledge/ Attitudes


	

	Ability to relate well to adult learners

	Interview



	Clear understanding of professional standards in the workplace
	Interview, references

	Understanding of how to engage adults in learning effectively 
	Interview, letter of application

	Ability to understand own learning needs and willingness to seek learning opportunities
	Interview, references

	Ability to work constructively as part of a team, understanding classroom roles and responsibilities
	Interview

	Working knowledge of policies and awareness of relevant legislation
	Interview

	Ability to use ICT effectively to support learning
	Interview



	Very good written and oral communication skills
	Letter of application, interview

	Ability to plan, implement and evaluate learning activities
	Interview

	Ability to take initiative when required
	Interview



	Ability to manage and resolve challenging situations that arise
	Interview

	Understanding of the variety of learning styles of adult learners

 
	Letter of application, interview

	A positive attitude to working in a diverse and inclusive learning environment


	Letter of application, interview

	A caring positive attitude towards the welfare of learners
	Letter of application, interview

	Understanding of confidentiality 
	Interview

	Practical and organisational skills to contribute to the preparation and management of educational resources
	Letter of application, interview

	Desirable Skills
	

	Experience of project management and working with multiple external agencies
	Letter of application

	Modern foreign language experience e.g. Degree in Languages
	Letter of application

	Experience of working with adult learners
	Letter of application

	Training in the relevant strategies e.g. teaching, planning effective lessons
	Letter of application

	Experience of assessment
	Letter of application

	A good understanding of languages and course to be delivered and other relevant learning programmes


	Interview, letter of application

	Experience, qualifications, and training (if any)
	

	5 GCSEs or equivalent – at C or above incl. English, Science and Maths

	Letter of application

	NVQ3 or equivalent qualification or experience
	Letter of application
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