JOB DESCRIPTION

JOB TITLE





REPORTS TO 

Student Support Coordinator SCHOOL
             Assistant Principal - School 
1. JOB PURPOSE

· To oversee a group of students’ learner journey and to ensure that learners have an excellent learning experience.  

· To oversee the development and smooth running of all systems and procedures within the college, covering finance, personnel, student matters and general administration. 

· The Student Support Coordinator will be expected to manage a significant area or function within the college with a high degree of independence to ensure the continual development of the provision.
Be fully compliant with all:
· Legislative, statutory and regulatory requirements

· Internal policies, procedures, and guidelines

· The highest standards of service delivery, corporate culture and personal values
2.
PRINCIPAL ACCOUNTABILITIES

· To develop and lead a provision for students with severe learning difficulties and disabilities working collaboratively with the wider management and multi-disciplinary teams.  To actively promote excellent working relationships with parents/carers and other professionals who are involved in the young person’s life.
· To support the admission of new students into the College. To liaise with parents, school and appropriate local authority representatives regarding the admission to David Lewis.

· To deliver effective learning experiences for the School and College students as part of personal teaching remit. Particularly in regard to Work Experience.
· The post holder will seek out and promote new and innovative methods of service delivery within the designated area of responsibility. 

· To work collaboratively with external agencies and feeder schools to promote the work of the David Lewis School and College.  To actively participate in the recruitment and admission of learners to David Lewis School and College and the transition of existing students to new placements.

· To contribute to and monitor the School and College’s quality processes and systems including financial, providing up to date information to the team on a regular basis. 

· To agree and set personal/communication targets for learners, monitor and audit results on a regular basis.

· To communicate effectively with and attend meetings of the multidisciplinary team.  Develop and facilitate transition plans and individual learning plans to support students.

· To ensure environmental and financial resources allocated to the post holder are managed effectively. 

· To effectively contribute to the operation of the School and College by assisting with planning, timetabling, updating the School and College MIS system and ensuring the students’ learning experience is kept at the fore front of practice.  Attendance at meetings which are sometimes held in the evenings.

· To ensure that accurate and up-to-date information is maintained and communicated to all stakeholders including student records, behaviour guidelines and risk assessments.

· To promote and support awareness of equal opportunities and to ensure that bullying, harassment and intimidation are not tolerated.

· In accordance with David Lewis policies, be familiar with and regularly refresh knowledge of the Aspects and Indicators of Abuse in relation to the protection and safeguarding of children/young people and vulnerable adults and to report all concerns, suspicions, allegations and incidents to the Lead Person without delay.

· To ensure that all health and safety responsibilities are discharged to protect the health and safety of self, employees and comply with best practice and legal requirements.

· To assist with any other Ad Hoc duties required as and when the business may require them.

2. KEY COMPETENCIES

· A teaching qualification or willingness to work towards a teaching qualification if not already achieved

· Able to work in a collaborative manner and experience of working in multi – disciplinary teams

· Extensive knowledge of working with young people with learning difficulties and disabilities 

· Well organised, adaptable and flexible


· Ability to work to tight deadlines and deliver work of a high standard on time.

· Confidential and diplomatic

· IT literate
5.
KNOWLEDGE, SKILLS AND EXPERIENCE
Knowledge
· A relevant degree

· Teaching qualification.  

· Experience of delivering the national curriculum in a primary or secondary SEN - Essential
· Demonstrate an understanding of the rights and needs of people with a learning disability


· Knowledge of the education sector and the workings of the assessment and audit processes applied to them - Desirable
 

Skills 

· Good communication skills and influencing skills both verbal and written


· Ability to assist in finding effective solutions to complex operational issues


· Ability to assist in analysing complex data


· Good planning and prioritising skills


· Ability to represent David Lewis at a range of meetings with confidence and credibility


Experience

· Extensive experience of working with young people with learning difficulties and disabilities

· Experience of working in the education sector - Desirable

·  Experience of managing in a relevant environment

Disclosure and Barring
Disclosure and Barring Service (DBS) Checks: This post, due to its nature, duties and responsibilities, will be subject to a check by the DBS.  The level of check which will apply shall be an “Enhanced” level check.  Information about this disclosure can be found at www.gov.uk.   

To prevent abuse and implement good practice David Lewis ensures that recruitment practices are robust and rigorous and that all staff employed have up to date and acceptable references, a full and complete employment history, an Enhanced DBS check and a check of the DBS barred lists.  
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