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	Role:
	AP Coordinator 

	
	Salary:
	[bookmark: _GoBack]scale SO1 - £32,113 to £32,971  (actual pro-rata salary)

	
	Contract:
	36 hours per week /  term-time only plus 3 INSET days and 2 set days in the summer holidays, salary tbc

	
	Updated: 
	January 2025



	Descriptor
	Requirement
	Evidence

	
	D: Desirable
E: Essential
	A: Application
I: Interview


	Qualifications/Training

	Good levels of competency in literacy and numeracy at Grade C or above in GCSE English and Maths, or an equivalent qualification.
	E
	A

	Evidence of relevant further learning and /or qualifications
	D
	A

	Experience of working in a learning environment such as a learning centre or school
	D
	A + I

	Professional Experience Knowledge and understanding 

	Experience of communication in an appropriate, concise, and accurate manner orally and on paper
	E
	A + I

	Adaptable and flexible approach to working.
	E
	A

	Awareness of necessity for appropriate boundaries.
	E
	A + I

	Ability to work as a Team Member
	E
	A + I

	Ability to communicate effectively with a wide range of people, including young people.
	E
	A

	Be thorough, organised, and accurate in your work.
	E
	A + I

	Experience of working with outside agencies supporting social, emotional, and mental health
	E
	A + I

	Possess strong interpersonal skills.
	E
	A + I

	Be dependable, able to follow instructions and respond to management direction
	E
	A + I

	Ability to use own initiative.
	E
	A + I

	Appreciation of necessity for confidentiality and integrity
	E
	A + I

	Good organisational and time management skills
	E
	A + I

	Ability to establish and develop supportive relationships with young people
	E
	A + I

	Working knowledge of ICT, such as e-mail computerised diary/calendar/word, excel.
	E
	A + I

	Experience of working with vulnerable students.
	E
	A + I

	 Ability to make accurate records of work undertaken and actions.
	E
	A + I

	Work related personal requirements

	
Committed to equality of opportunity.
	E
	A + I

	Ability to work calmly and with patience under pressure.
	E
	A + I

	Good interpersonal skills.
	E
	A + I

	
To be able to adapt to change.
	E
	A + I

	Capable of handling a demanding workload.
	E
	A + I

	Can prioritise work effectively
	E
	A + I

	Committed to promoting high quality and consistent practices
	E
	A + I

	Child Protection & Safeguarding Awareness

	A strong understanding of child protection and safeguarding matters
	E
	A + I

	A commitment to safeguarding and promoting the welfare of young people
	E
	A + I



	Equal Opportunities Awareness

	A commitment to equal opportunities, awareness of diversity issues and working in a positive and non-discriminatory way
	E
	A + I

	A commitment to working in a multi-cultural environment and with pupils and staff from diverse backgrounds and abilities
	E
	A + I

	A commitment to working in a flexible and collaborative manner with all members of the school community
	E
	A + I
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