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BOLTON MUSLIM GIRLS SCHOOL
light knowledge action




Cover/Educational Visits & Events Co-ordinator
POST DESCRIPTION
	JOB TITLE                      Cover/Educational Visits & Events Co-ordinator

	RESPONSIBLE TO        Admin Manager 

	HOURS OF WORK      TT + 2 Weeks – 7.30-4.00 Mon- Thurs, 7.30-12.30 Friday

	GRADE                        Grade 5


Main purpose of role:
To co-ordinate the daily teaching cover requirements of the school ensuring that curriculum requirements are met and resources are deployed effectively.
To co-ordinate, plan and organise all educational visits and events
To co-ordinate and organise the school diary and calendar ensuring effective planning to meet school requirements

Cover Responsibilities
· Produce and maintain the daily cover rota and ensure an equitable use of cover staff in terms of frequency and budget restraints and in line with ‘rarely cover’ guidance
· Receive communication from absent staff and ensure cover work is received where appropriate

· Build and maintain relationships with supply agencies in order to arrange temporary teaching cover as required

· Complete order forms and liaise with finance team ensuring adequate financial resources for supply staff
· Co-ordinate room changes as needed, ensuring effective communication with the relevant staff

· Ensure cover can be accommodated for staff with appointments, meetings, events and educational visits

· Produce weekly cover statistics and reports as required
· Co-ordination of booking free rooms/hall for meetings/events/exams 
Educational Visits Responsibilities
· Liaise with trip proposers and senior leaders to ensure that proposed visits meet school and LEA recommendations and requirements (safeguarding, qualifications, risk assessments etc)
· Monitor the planning of all visits via the on-line system
· Book transport and venues where required
· Ensure appropriate admin processes are followed and documentation produced 
· Liaise with finance team to ensure notification of proposals
Events Responsibilities
· To plan, organise and co-ordinate whole school events e.g. Presentation Evening, Open Evenings, Sports Day etc. 
· To attend as required to ensure the smooth and effective running of events
· To provide support in the organisation and planning of extra-curricular activities  
· To produce and maintain the school calendar
General

· Maintaining confidentiality as appropriate

· Cooperating with the employers on all issues of health, safety and welfare

· Undergo basic First Aid Training and renew as and when appropriate
· To support admin colleagues in their roles to provide a high quality customer service
· Participate in the school Performance Management process

· Participate and engage in training and development activities as required

· Be aware of and comply with whole school policies and procedures ensuring you familiarise yourself regularly, particularly those relating to child protection, health and safety, confidentiality and data protection, reporting any concerns to an appropriate person

· A commitment to support the Muslim ethos of the school

· Customer Care - To provide quality services that are what our customers want and need. To give customers the opportunity to comment or complain if they need to. To work with customers and do what needs to be done to meet their needs. To inform your manager about what customers say in relation to the services delivered.
· Develop oneself and others - To make every effort to access development opportunities and ensure you spend time with your manager identifying your development needs through your personal development plan. To be ready to share learning with others
· Valuing Diversity - To accept everyone has a right to their distinct identity. To treat everyone with dignity and respect and to ensure that what all our customers tell us is valued by reporting it back into the organisation. To be responsible for promoting and participating in the achievement of the school’s diversity and inclusion policy.

· Health and Safety – To operate safely within the workplace with regard to Health and Safety Legislation

· Confidentiality – An acknowledgment of the need to maintain confidentiality at all times and to become aware of the National, Council and school/setting policies on Confidentiality and the management and sharing of information

· Energy Efficiency – To promote energy efficiency throughout the workplace and within own area of activity

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
This person specification lists the essential/desirable requirements that are necessary for this role. In your application you should state clearly how you meet these requirements, as the panel will reach a decision on whether to short-list you or not based on the information you provide. 

Disabled candidates are guaranteed an interview if they meet the essential criteria

Essential:
	Qualifications
· GCSE English and Maths (minimum grade c)
· Willingness to undertake training as required

	Experience

· Experience of working in a role involving detailed organisation and planning

· Understanding of educational visits and event co-ordination

· Experience of working as part of a team

· Experience of working in an office environment and providing high levels of customer service

	Skills, Knowledge and Understanding
· Ability to relate effectively with colleagues, learners and their parents/carers

· Excellent ICT skills including Microsoft Office Packages

· Excellent time management, organisational and administrative skills

· Ability to communicate effectively at all levels

· To be confident in negotiating and influencing others

· Ability to work calmly under pressure

· Excellent interpersonal skills

· Ability to prioritise and balance competing activities 

	Qualities
· A positive and enthusiastic attitude to working in a school environment

· Commitment to the Muslim ethos and values of the school
· Sensitivity to the needs of others and the ability to work effectively in a team and build teams

· Ability to work under pressure, welcoming both challenge, change and opportunity

· Ability to evaluate own performance and be proactive in approach to continuous professional development

· Commitment to equality of opportunity

· Ability to evaluate own performance and be proactive in approach to continuous professional development

· Personal commitment to the professional standards of the school including confidentiality, dress code, attendance and timekeeping


Desirable:

	· Experience of working in a similar role in a school environment

· Experience of SIMS
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