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Job Description

	Post Title:
	Trinity Hub Manager

	PURPOSE:
	To provide effective operational and administrative leadership for teacher development programmes delivered through Trinity Hub and Generate Teaching Hub. The post holder will be responsible for the administration and coordination of the Initial Teacher Training (ITT) programme in partnership with Wigan Institute of Education and the Early Career Framework (ECF) programme for Early Career Teachers (ECTs).

The role will act as the key point of contact for trainees, mentors, facilitators, school leaders and external partners, ensuring programmes are delivered efficiently, accurately and in accordance with Department for Education requirements and partnership agreements. The post holder will maintain high-quality systems, communications and records to support the successful recruitment, onboarding, engagement, monitoring and completion of participants across all programmes.

	Reporting to:
	Deputy Headteacher

	Responsible for:
	No line manager responsibilities.

	Liaising with:
	· Senior Deputy Headteacher – Curriculum & Teaching

· Whole School Lead Practitioner

· Wider SLT Team

· Generate Teaching Hub leadership team
· Early Career Teachers
· Mentors and Induction Tutors

· School Leaders across partner schools

· Department for Education approved delivery partners

	Working Time:
	21 hours per week over 3 days – Days to be agreed at interview
Term time plus 3 weeks as directed by the Headteacher.  
7.45am – 3.15pm with a 30-minute unpaid lunch break each day to be taken to suit the needs of the school.



	Salary/Grade:
	G6

	Special Conditions of Service:
	Annual Leave – Term Time Working:
This post is employed on a term-time basis. 

Flexibility of Working Arrangements:
Due to the nature of the role and the requirements of Trinity Hub, Generate Teaching Hub and associated programmes, the post holder will be expected to demonstrate flexibility in their working arrangements.

· The post holder may be required to attend occasional meetings, training events and stakeholder engagements outside normal working hours, including evening meetings conducted online via Microsoft Teams.

· Where additional hours are worked outside the normal working day, time may be reclaimed and deducted from the contracted term-time plus working hours, subject to agreement with the line manager, or claimed as additional hours.

· The post holder may be required to vary or swap their normal working days on occasion to support Trinity Hub events, training programmes, conferences or other operational requirements.

· Advance notice will be provided wherever possible, and working arrangements will be agreed in consultation with the post holder.

· The post holder may be required to work across both the school and Trinity Hub environments to support the effective delivery of programmes, events and activities.

	Disclosure level:
	Enhanced




	MAIN DUTIES:

	Initial Teacher Training (ITT) Administration
· Act as the primary administrator for the Initial Teacher Training programme delivered in partnership with Wigan Institute of Education.

· Coordinate trainee recruitment, application processes and onboarding activities.

· Maintain accurate trainee records and programme documentation.

· Organise training events, placements, meetings and assessment activities.

· Liaise with partner schools to secure and monitor placement arrangements.

· Monitor trainee attendance, engagement and progress, escalating concerns where appropriate.

· Support quality assurance processes and compliance with partnership requirements.

· Produce reports and programme data as required by senior leaders and partners.

Early Career Teacher Entitlement (ECTE) Administration
· Lead the administration of the Early Career Framework programme for Early Career Teachers across Generate Teaching Hub.

· Coordinate registration and onboarding of Early Career Teachers, mentors and schools.

· Maintain accurate records on national and local programme management systems.

· Schedule and administer training events, conferences, briefings and mentor sessions.

· Monitor participant engagement and programme completion.

· Provide administrative support to facilitators and programme leads.

· Ensure programme deadlines, returns and reporting requirements are met.

· Act as the first point of contact for schools and participants regarding programme administration.

Programme and Operational Support
· Develop and maintain efficient administrative systems and procedures to support programme delivery.

· Prepare programme reports, participant data and management information.

· Manage communications with stakeholders, ensuring timely and professional responses to enquiries.

· Support financial administration associated with programme delivery, including purchase orders, invoicing and budget monitoring where required.

· Ensure compliance with data protection, safeguarding and other statutory requirements.

· Contribute to the planning, promotion and development of teacher development programmes delivered through the Teaching Hub.

General Responsibilities and Trinity Hub Administration
· Act as the first point of contact for all Trinity Hub enquiries, activities and communications, ensuring a professional, responsive service and the timely dissemination of information to stakeholders.

· Manage reception duties within the Trinity Hub, welcoming visitors, trainees, facilitators, school leaders and external partners.

· Coordinate the day-to-day operation of the Trinity Hub environment, ensuring meeting and training spaces are appropriately prepared, equipped and maintained.

· Set up rooms and resources for meetings, training events, conferences and professional development activities, ensuring all facilities are ready for use.

· Maintain a safe, organised and professional working environment within the Trinity Hub.

· Coordinate and manage the Trinity Hub calendar, booking meetings, events and training sessions as required.

· Prepare meeting agendas in collaboration with meeting chairs and programme leads.

· Attend meetings as required and provide professional administrative support.

· Take accurate and comprehensive minutes of meetings, recording key discussions, decisions and actions.

· Distribute agendas, papers, minutes and action logs in a timely manner, ensuring participants receive relevant documentation in advance of meetings.

· Monitor and follow up agreed actions arising from meetings where appropriate.

· Support the wider school community through the organisation and administration of events, activities and initiatives as required.

· Undertake appropriate First Aid training and maintain a recognised First Aid qualification.

· Act as a designated First Aider for the school and Trinity Hub, providing assistance and support when required in accordance with school procedures.

· Promote equality, diversity and inclusion in all aspects of the role.

· Maintain confidentiality at all times and demonstrate professionalism in dealings with all stakeholders.


	COMMUNICATIONS:

	· Co-operate with other team members and colleagues in order to develop and maintain effective working relationships.

· Appreciate and support the role of other professionals.

· Establish and maintain effective and constructive relationships and communicate with other external agencies / professionals, staff, pupils and parents as appropriate. 

· Follow agreed policies for communications in the school.

· Attend and participate in relevant meetings as may be reasonably directed.



	STAFF DEVELOPMENT:

	· The post holder will be responsible for assisting in the identification and undertaking of his/her own training and development requirements in accordance with the school’s current policies and procedures. 

· The post holder will recognise own strengths and areas of expertise and use these to advise and support others.

· The post holder will be required to participate in training, other learning activities as may be reasonably directed and continue personal development in the relevant area.

· To participate in the staff performance management review and development appraisal process.

· To undertake relevant Health and Safety Training on areas within the designated work area.



	ETHOS:

	· Play a full part in the life of the school community, supporting and contributing to its overall ethos, work and aims of the school and encouraging staff and pupils to follow this example.

· Promote actively and comply with the school’s corporate policies and procedures.

· Comply with the school’s health and safety policy, working at all times in a manner that will ensure your own personal safety and that of other, including reporting of identified hazards and to undertake risk assessments as appropriate.
· Be aware of and comply with policies and procedures relating to child protection, security, confidentiality and data protection, reporting all concerns to an appropriate person.

· To work within and promote compliance with the school’s Equality and Diversity Policy. 

· To promote compliance with the school’s Equality and Diversity Policy and be aware of and support difference to ensure all pupils have equal access to opportunities to learn and develop.

· To comply with the school’s Code of Conduct and Behaviour Policy.



	OTHER:

	· The school will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.

· This job description is current at the date below but will be reviewed on an annual basis and, following consultation with you, may be changed to reflect or anticipate changes in the job requirements which are commensurate with the job title and grade.

· This job description forms part of the contract of employment of the person appointed to the post. 
· Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.

· Golborne High School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.  This role requires enhanced Disclosure and Barring Service clearance.
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