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Sacred Heart Catholic High School

Job Description

Post title:
Cover Manager 

Grade:
N6 37 hours per week, term time plus 5 call days
 

Responsible to:
Senior Team Link responsible for Staffing/Admin Services Manager

In all aspects of the post s/he must implement faithfully and effectively the Aims and Policies of this Roman Catholic school and work collaboratively to ensure that the Christian ethos, standards of academic excellence and good behaviour are maintained and strengthened.

The following list is typical of the level of duties the post holder would be expected to perform.  It is not necessarily exhaustive, and other duties of a similar type and level may be required from time to time.  Duties are determined by the Senior Team link responsible for staffing and the Admin Services Manager with whom all are expected to cooperate wholeheartedly.
Cover

1. To arrange, schedule and publish cover for teaching staff during any absences, whether planned or unplanned, including cover for registration and break duties. Be prepared to undertake cover lessons if necessary.
2. Organise and publish alternative venues for any necessary room changes, such as during examinations, building work or interviews.
3. Complete Employee Sickness Absence Monitoring and Certification forms and record absences for payroll provider.  Organise sickness absence/return to work meetings where necessary.
4. Monitor, record and maintain records of all absences including leave of absence and training and give statistical reports to Senior Team.  Bring to the attention of the SLT link/Admin Services Manager any unusual patterns or potential concerns.
5. With the permission of the Senior Team link, organise any necessary supply cover for absent teachers or support staff, including advertising, contact with agencies, selection and arrangement of interviews.  Once recruited, arrange induction to Sacred Heart and close monitoring of their performance.
6. To line manage and support the team of Cover Supervisors, including monitoring their effectiveness and workload and their annual performance management.
Administrative Responsibilities
Recruitment & Selection

7. Manage the school’s online system for recruitment and selection.
8. Upload vacancies and collate applications.

9. Prepare programmes for interview days.

10. Organise rooming and classes for lesson observations on interview days.
Supporting Careers Education, Information, Advice and Guidance (CEIAG)

11. Organising Careers’ Interviews for students.
12. Supporting the SLT Link for CEIAG in organising Careers Fairs.
General

13. Provide full administrative support, as directed by the Senior Team link/ Admin Services Manager.
14. Publish and keep up to date the electronic school information for supply/agency staff.
15. Assist in the support and training of staff and supply staff.
16. To assist in maintaining a healthy, safe and secure environment and to act at all times in accordance with the school’s Catholic ethos, policies and procedures.
17. Manage records and information systems in order to maintain a comprehensive, up to date filing and information system, using standard reports, various software.  This may include setting up of layouts of documents, flow charts, diagrams, tables and analysis of data.
18. Assist in Year 11 and Year 13 examination results days and for this purpose, be available in school for the two dates during August (usually around the third and fourth week in August).

19. Promote and implement all School policies in accordance with the ethos and with a special care to safeguarding and to equality.
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This job description may be amended by the Headteacher after consultation with the postholder.
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