
THE OAKS SECONDARY SCHOOL

JOB DESCRIPTION

POST: CO-ORDINATOR OF SCIENCE
RESPONSIBLE TO:  HEADTEACHER
SALARY:  MPS/UPS + SEN1 (SEN 2 may be available dependent upon qualification)
The responsibilities of the post are to be carried out in keeping with the school's 


policies and within the aims and ethos of the school. They are pertinent to all pupils 

and students within the school.
All staff must follow the school’s procedures for safeguarding.
Subject Co-ordination Responsibilities

Working under the strategic direction of the curriculum co-ordinator:

1. Prepare an annual audit and action plan indicating long, medium and short term goals for Science across the school.  

2. Be familiar with the requirements of the National Curriculum and relevant National Strategies

3. Review the policy annually or as required, ensuring dissemination and distribution to staff.

4. Co-ordinate the development of curriculum guidelines, long term plans and 


schemes of learning
5. Work in co-operation with all staff so that consistent and coherent policies operate throughout the school

6. Work with co-ordinator for assessment, recording and reporting in the development 
and implementation 
of assessment, recording and reporting procedures for Science
7. Work with the Senior Leadership Team to monitor and evaluate the effectiveness of 


teaching, learning and progress across the subject. 

8. Research and produce lists of resource requirements as necessary and work with the School Business Manager to develop and maintain a catalogue of resources 

for use by pupils and staff. The catalogue must track annual expenditure.
9. Contribute to the school’s website, ensuring that curriculum information is kept up to date, and contributing to the school’s blog
10. Ensure that all equipment and chemicals are stored and maintained safely and securely.

11. Disseminate all information to staff, parents and governors as required
12. Manage any support staff assigned to assist you.


13. Keep up to date with the requirements of the LA and DfE 

14. Attend in service training courses and appropriate network meetings and disseminate relevant information to staff.

15. Work with the Professional Development Co-ordinator to ensure the provision of training in 
Science, both external and school based, for all staff as appropriate.
16. Work with the Co-ordinator of Accreditation to research and implement relevant qualifications/accreditation which reflects achievement at each pupil’s own level.  Oversee any necessary training for relevant staff.
17. Lead professional development in school as necessary.

18. Induct staff new to the school in all aspects of the subject.

19. Act as a consultant to all staff at The Oaks and other schools as required and facilitate 

the sharing of knowledge, skills and expertise on teaching and learning in Science
20. Work in partnership with parents and other professionals to provide mutual support 

and extend expertise, ensuring that multi professional working results in the best 


possible education for all pupils.

21. Help in the organisation of activities and give support at such events as assemblies and festivals

22. Facilitate the use of external professionals, outside agencies, or other visitors to enhance and extend pupils’ learning in the subject
23. Contribute to the school’s website, ensuring that information is kept up to date

24. Any other duties commensurate with the post which may be required by the head teacher
Working with other relevant staff
· Oversee the development of appropriate individual targets for Science ‘My Plans’ across the school

· Work with the Assistant Headteacher with responsibility for Assessment, Recording and Reporting to evaluate pupil progress in all aspects of the subject
· Monitor pupil standards and achievement against individual targets
· Support the Teaching and Learning Lead in developing and supporting staff with First Quality Teaching through effective approaches to teaching.
· Plan and implement strategies where improvement needs are identified

· Monitor planning, curriculum coverage and learning outcomes for the subject across the school, both in discrete lessons and as part of cross curricular teaching
· Work with the Deputy Head responsible for Teaching and Learning to undertake departmental learning walks and work scrutiny sessions to support and further develop Science across the school.

· To share findings from learning walks and work scrutiny sessions to improve Science across the school.
· Lead on Science and STEM activities.
This job description is subject to regular review and may be altered to ensure the smooth running of the school
The Oaks Secondary School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. Any offer of employment will be subject to pre-employment and DBS enhanced disclosure checks.

