August 2021
EGGLESCLIFFE SCHOOL

JOB DESCRIPTION

NAME:


POST TITLE:

Curriculum Resource Support Level 5

GRADE:

I (SCP 26 - 28)

REPORTS TO:
Head of Science (Miss L Jardine)
MAIN PURPOSE:
Manage specialist curriculum/resource function:

· allocation and monitoring of work

· line management, training and appraisal of support staff

· part of management team, involved in planning, budget responsibilities
· Lead on discrete areas – responsible for design and delivery of support requiring advanced level of knowledge.

……………………………………………………………………………………………………………………….

TASKS:

SUPPORT FOR PUPILS:

· Use specialist skills/training/experience to support pupils 

· Provide feedback to pupils in relation to progress and achievement

SUPPORT FOR THE TEACHER:

· Be responsible for creating and maintaining a purposeful, orderly and productive working environment

· Be responsible for timely and accurate preparation and use of specialist equipment/resources/materials

· Production of lesson/work plans, worksheets, plans etc. within an agreed system of supervision

· Take a lead role in planning, development and organisation of systems/procedures/policies

· Manage records, information and data, producing analysis and reports

· Promote and ensure the Health & Safety and good behaviour of pupils at all times

· Undertake marking of pupils work within a specialist area and accurately record achievement/progress

· Administer and assess/mark tests and invigilate exams/tests related to specialist subject

SUPPORT FOR THE CURRICULUM:

· Be responsible for the management of stock levels, including management of a budget and regular audit of resources

· Be responsible for maintenance/quality/safety of specialist equipment

· Demonstrate and assist in the safe and effective use of specialist equipment/materials

· Provide highly specialist advice and guidance as required

· Deliver learning activities to pupils within an agreed system of supervision in a specialist area

· Setting up equipment to support the teacher in delivering practical activities

SUPPORT FOR THE SCHOOL:

· Be aware of and comply with policies and procedures relating to Child Protection, health, safety and confidentiality, reporting all concerns to an appropriate person

· Be aware of and support difference and ensure all pupils have equal access to opportunities to learn and develop

· Contribute to overall ethos/work/aims of the school

· Establish constructive relationships and communicate with other agencies/professionals, in liaison with teacher, to support achievement and progress of pupils

· Lead for whole school in specialist area and share expertise and skills with others

· Recognise own strengths and areas of expertise and use these to advice and support others

· Participate in training and other learning activities and performance development as required

· Be responsible for the provision of out of school learning activities e.g. club, extra-curricular activities within guidelines established by the school

· Show a duty of care and take appropriate action to comply with Health & Safety requirements at all time

· Demonstrate and promote commitment to Equal Opportunities and to the elimination of behaviour and practices that could be discriminatory

MANAGEMENT RESPONSIBILITIES:

· Manage a team of support staff

· Liaise between managers/teaching staff and support staff

· Hold regular team meetings with managed staff

· Represent support staff at teaching/staff/management/other appropriate meetings

· Undertake recruitment/induction/appraisal/training/mentoring of other support staff

· To represent the science department at Health and Safety meetings

The post holder may reasonably be expected to undertake other duties commensurate with the level of responsibility that may be allocated from time to time.

 
PERSON SPECIFICATION

POST TITLE:
Curriculum Resource Support Level 5

GRADE:

I (SCP 26 -28)

	
	Essential
	Desirable

	QUALIFICATIONS/

TRAINING:
	· NVQ Level 4 or equivalent qualification in relevant discipline OR appropriate experience

· Specific training in specialist area

· Willingness to participate in training and development opportunities 
	· First Aid training

· Team Leading or First Line Management Qualification

· One science specialism to A-level



	
	
	

	EXPERIENCE:
	· Specialist technical/resource support

· Staff supervision and management

· Budget management
	· Experience of working in a school environment, supporting teachers and pupils



	
	
	

	SKILLS/

KNOWLEDGE:
	· Effective use of ICT 

· Ability to relate well to children and adults

· Use of specialist equipment/resources

· Knowledge of specialist subject/technical area

· Knowledge of relevant policies/codes of practice and awareness of relevant legislation

· Ability to self motivate and motivate others

· Ability to identify own training and development needs and be willing to address these

· Ability to manage a team of staff and represent them at meetings

· Able to manage a budget

· Excellent numeracy/literacy skills
	· Relevant knowledge of First Aid



	
	
	

	PERSONAL ATTRIBUTES:
	· Friendly and approachable

· Flexibility

· Reliable and punctual

· Calm and diplomatic

· A commitment to working as part of the whole school team and supporting the vision and aims of the school
	


