JOB DESCRIPTION - EASTLEA COMMUNITY SCHOOL

	Post Title
	Subject Co-ordinators Generic – TRL2

	Accountability
	The post-holder is accountable to the relevant CTL 

	Overall Responsibilities
	· To be responsible for a subject or key stage within the Curriculum Team

· To be responsible for student attainment within the subject or key stage by tracking student progress and supporting both student and staff in raising attainment.

· To co-ordinate the extra curricular activities of the curriculum area and work with the Extended School Co-ordinator to extend their scope and take up.

· To assist the CTL in addressing the ECM  outcome for students: Enjoy and Achieve

· Deputising for the CTL in the event of an absence

	General Duties
	Curriculum

· To ensure that appropriate units of work are supported by schemes of work to the agreed format and be responsible for their monitoring, review and development

· To be responsible for developing materials and strategies for teaching within the subject/key stage that are suitable and challenging for the whole ability range

· To ensure that subject/key stage teachers have appropriate lesson plans in line with the schemes off work

· To take responsibility for setting cover work in line with curriculum team/school procedures

· To ensure that appropriate homework/independent work is included in the subject/key stage schemes of work.

Resources

· To be responsible, in consultation with the CTL, for the management and deployment of resources within the subject/key stage

· In consultation with the CTL, be responsible for the deployment of staff within the subject/key stage

Student Behaviour

· To assist the CTL in maintaining discipline in the curriculum area, ensuring behaviour management strategies are in place.

Communication

· Acting as the initial person for others to contact regarding all issues relating to the subject/key stage.

· Informing staff about new developments and ideas related to the subject/key stage.

· Providing helpful and accurate responses to parent/carer enquiries regarding the subject/key stage

Monitoring & Evaluation

· To be involved in the monitoring and evaluation of the subject/key stage in line with agreed school procedures and systems

Student Progress

· Implement school assessment and target setting policies, and make effective use of data to monitor and evaluate the achievement and attainment of pupils in the subject/key stage.  A portfolio of exemplar work moderated against grade descriptors should be maintained.

· Identify and support the subject/key stage cohort of Gifted and Talented pupils by developing teaching strategies to meet their needs, sharing good practice, tracking pupil progress and setting specific subject/key stage targets for the group.

· Assist the CTL in overseeing and monitoring the accuracy of exam entries and dates and work effectively with the exam officer.

· Liaise with colleagues from other sectors in order to provide a smooth transition between schools and phases for all pupils.



	Other Duties
	Pastoral

· To be a form tutor if necessary and to carry out duties associated with being a form tutor including, monitoring the attendance and punctuality of their tutees, ensuring the follow up procedures are adhered to and that appropriate actions are taken.

· To contribute to/participate in CPSHE and enterprise according to school policy

Teaching

· To undertake an appropriate programme of teaching in accordance with the duties of a classroom teacher as stated in the latest teachers’ Pay and Conditions Document and the main scale teacher job



	
	

	
	

	
	

	
	

	
	

	
	

	
	


