POST PROFILE – PE AND ACADEMY FSA   
	Role:  PE and Academy FSA

	Reporting to:
	Head of Department 

	Salary Grade:
	Salary if support staff
FTE £21,968pa - £22,369pa
Actual £19,137pa - £19,486pa


	Full Time/FTE:
	Full Time 
TTO plus 5

	Hours of Work:
	8.30 – 4.30pm Monday to Thursday
8.30 – 4pm Friday


	Purpose of Job/Job Summary

	To facilitate outstanding learning and teaching for the students of Nunthorpe by providing administrative and classroom support to teachers.

To provide supervision cover for lessons in the absence of faculty teachers.

To provide supervision for the Fitness Suite and Extra Curricular activities beyond the school day.

The post holder will work flexibly within the Academy.



Key Tasks/Principal Accountabilities:
1. To regularly assist all faculty teaching staff in their classroom duties – as deployed by the LINE MANAGER.

2. To deliver lessons or parts of lessons to individual or small groups of students – in co-operation with faculty teaching staff, across the academy subjects as required.
3. To regularly supervise lessons when faculty teaching staff are absent, Across the academy subjects as required – delivering a lesson prepared by the teaching staff.  Deployment will be managed by the Academy Day Manager.
4. To work closely with the LINE MANAGER in the monitoring of cover lesson quality and effectiveness.

5. To assist the LINE MANAGER in the general administration of the faculty through the following, but not exclusively:

· Preparing letters for the faculty

· Organising faculty teaching resources

· Preparing and mounting learning displays

· Inputting data

· Running the faculty stock book/resources system
· Department(s) orders and tracking stock levels

· Maintaining an organised filing system

· Answering office phone and ensuring all messages are forwarded to the relevant staff.

· Compiling/writing minutes of meetings 
· Monitoring the faculty learning environment and ensuring it is in line with school expectations
6. Take part in supervision duties to support the safety of students during unstructured parts of the academy day- e.g. before and after the academy day, breaks and lunches. 

7. To ensure that equipment and processes are in line with Health and safety expectations. Undertake any training for this as required by the academy.

8. To show willing to assist and run extra-curricular clubs and activities either before or after the school day across a wide range of sports and also assist in the supervision of the Fitness Suite on a daily basis up until 4:00pm.
It may be possible for the Academy to provide teaching experience as a development opportunity, if desired by the FSA and advantageous to the Academy. This would be by agreement with the LINE MANAGER in the first instance and sanctioned by the SLT Line Manager and the Vice Principal before commencement.
Key  Interfaces:
· All staff (both Teaching and Support staff).

· Members of the Senior Leadership Team.
· Administration Manager and Admissions/Inclusion Manager

· Administration Team

· Director of Operations

Key Competencies/Attributes:
	
	Essential
	Desirable

	Education/Training:
	· Minimum GCSE grade B (or equivalent) in Maths, English and Science
	· A relevant teaching assistant qualification 

· Experience of working with young people and adults.



	Specific Skills/Knowledge:
	· Prior administration/clerical experience

· Strong verbal and written communication skills.

· Familiarity with business software such as Microsoft Office.
	· Previous experience and knowledge in the subject specialism.

	Personal Attributes:
	· A high level of confidentiality.

· Excellent interpersonal skills.

· The flexibility and enjoy working with people.

· Good level of diplomacy.

· The ability to work as part of a team but also on your own initiative (when required).

· The ability to work accurately, with attention to detail.
	· Willingness to learn and potentially take additional training.


Flexibility:

Please note that in some cases particular duties and responsibilities are difficult to predict and may vary from time to time. In addition, it is a requirement of all employees that they accept elements of flexibility in duties and responsibilities and where necessary, interchange these to meet the needs and demands of the organisation. Such a requirement will enable the post holder’s skills to be maximised to the mutual benefit of both Nunthorpe Academy and the employee.
Review:

All post profiles will be reviewed annually as part of individual and organisational development and performance reviews and set in the context of the Academy’s vision, aims and current improvement plan and may be subject to variation.
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