


	POST TITLE :


	Operations Coordinator  

	GRADE :


	Band 4


	REPORTING RELATIONSHIP


	Head Teacher, Deputy Head Teacher and Senior Leadership Team.

	JOB PURPOSE :


	To work under the direct instruction of teaching/senior staff, to support school trips and visits, enabling access to learning for pupils. Provide general support to the teacher in the management of pupils.. 

  

	POST NO.


	  


MAIN DUTIES/RESPONSIBILITIES

In co-operation with the teacher and under the agreed educational plan, the post holder will to a level reflected by the grade of the post :-
School Trips

1. Organising school trips as required, including EVOLVE paperwork/risk assessments to support the teaching staff.
2. Accompanying teaching staff and pupils on visits, trips and out of school activities as required.
3. Support with the administrative tasks involved in school and competition events.
4. Participate in training and other learning activities and performance development as required.
5. Attend relevant meetings as required.
6. Awareness of confidential issues linked to home/pupil/teacher/school work and to keep confidences as appropriate.
7. Being aware of and responding to individual pupil’s needs including social, health, physical, hygiene, first aid and welfare matters. 

8. Maintaining appropriate records and preparing monitoring reports.

Health and Safety

1. Conduct and record general and specific risk assessments within School.
2. Maintain a log of risk assessments in line with current legislative framework.
3. In conjunction with the School Business Manager, assist in the development, revision and implementation of policies, arrangements and procedures for the control of health and safety at work.
4. Assist in the co-ordination of health and safety audits and checks throughout the School.
5. Maintain appropriate accident records for statutory, liability and performance monitoring purposes under the direction of the School Business Manager.
6. Liaise with external Health and Safety representatives.

General

1. To safeguard and promote the welfare of children for whom you have responsibility or come into contact with, to include adhering to all specified procedures.

2. Undertaking any other relevant duties commensurate with the grading of the post which from time to time may be required by the head teacher / senior teaching assistant.

3. Carrying out your duties with full regard to the School’s / Council’s Equality Policy and Race Equality Scheme.

4. Complying with Health and Safety policies, organisations statement and procedures, report any incidents/accidents/hazards and take a pro-active approach to health and safety matters in order to protect yourself and others.
PLEASE NOTE THAT SUCCESSFUL APPLICANTS WILL BE REQUIRED TO COMPLY WITH ALL SCHOOL POLICIES, INCLUDING THE NO SMOKING POLICY.

THE SUCCESSFUL APPLICANT WILL BE SUBJECT TO RELEVANT VETTING CHECKS, INCLUDING A SATISFACTORY ENHANCED DISCLOSURE BEFORE AN OFFER OF APPOINTMENT IS CONFIRMED.  FOLLOWING APPOINTMENT THE EMPLOYEE WILL BE SUBJECT TO RE-CHECKING AS REQUIRED FROM TIME TO TIME BY THE SCHOOL.

The School is committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share this commitment.

 produced/amended 



Error! Reference source not found.
PERSON SPECIFICATION – Sports and Operations Coordinator
	ESSENTIAL


	DESIRABLE

	
	Criteria No.
	ATTRIBUTE
	Stage Identified
	Criteria

No.
	ATTRIBUTE
	Stage Identified

	Qualifications & Education
	E1


	IOSH recognised qualification 
	AF,C


	
	
	

	
	
	
	
	D1

	Child Care Qualification – CACHE

Level 1 Foundation Award for Caring for Children

NVQ Level 2 for Teaching Assistants or equivalent 

	AF, C


	
	E2


	GCSE A* – C in Mathematics and English or Level 2 Basic Skills (Numeracy and Literacy) or equivalent


	AF,C


	D2
	Qualified / Trained First Aider


	AF, C

	Experience & Knowledge
	E4


	Recent experience of working with children of relevant age 


	AF,R,I
	D3

	Experienced in the delivery of training / presentation to others 

	AF,I,C


	
	E5


	
	AF,R,I
	
	
	

	
	E6


	Understanding of classroom roles and responsibilities 


	AF,R,I
	
	
	

	
	E7


	Experience of basic administration tasks

	AF,R,I
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


	Skills


	E8

	Ability to communicate both orally and in writing with a range of different audiences 


	AF,R,I
	
	
	

	
	E9

	
	AF,R,I
	
	
	

	
	E10

	Ability and confidence to assist pupils with basic numeracy and literacy in line with learning strategies and national curriculum


	AF,R,I
	
	
	

	
	E11
	Ability to work in a team and independently


	AF,R,I
	
	
	

	Personal 

Attributes
	E12
	Ability to promote fairness and a positive role model to pupils


	AF,R,I
	
	
	

	Special Requirements
	E13
	Motivation to work with children
	AF,R,I
	
	
	

	
	E14

	Ability to form and maintain appropriate relationships and personal boundaries with children

	AF,R,I
	
	
	

	
	E15

	Emotional resilience in working with challenging behaviours and attitudes to use of authority and maintaining discipline


	AF,R,I
	
	
	

	
	E16
	Suitability to work with children


	D
	
	
	


	Key – Stage identified
	

	AF
	Application Form

	C
	Certificates

	I
	Interview

	R
	References

	D
	Disclosure and Barring Check


Issues arising from references will be taken up at interview, all appointments are subject to satisfactory references

