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	Title 

EXTENDED SERVICES CO-ORDINATOR
	School:
 FORMDROPDOWN 

	Post Ref 
Add Ref
Profile Pupil Support 5

	

	Job Purpose

To develop and promote extended services provision within a family of schools

	Key Responsibilities

1. Lead on developing the strategic plan for extended services for the family of schools, working with the Head Teachers, contributing to policy documents and reporting regularly to head teachers 

2. Developing and coordinating the extended services offer across the schools, including other agencies; developing adult learning and family learning opportunities as well as provision for children and young people and developing and supporting volunteers.

3. Communicating on all aspects of extended services to parents/carers, schools, service providers, local community, governors and head teachers as appropriate

4. Promoting extended services to children and young people, parents, staff and governors and work to improve communication between school and parents/carers while maintaining regular feedback to head teachers
5. Consulting with all interested parties, targeting the most disadvantaged,  regarding the service offer

6. Encouraging and developing engagement and partnership working around extended services, encouraging schools and parents to work with each other and developing relationships with agencies/providers
7. Management of the extended services budget and seeking and developing funding streams

8. Facilitating and supporting the training and development of all staff and volunteers involved in extended service provision

9. Monitoring and evaluation of the effectiveness of the extended services offer across the family of schools, identify any gaps and/or shortcomings and recommend changes

10. Any other duties which may reasonably be regarded as within the nature of the duties and responsibilities/grade of the post as defined, subject to the proviso that normally any changes of a permanent nature shall be incorporated into the job description in specific terms, following consultation with the Recognised Trade Unions
11. To promote and safeguard the welfare of children and young persons for whom you are responsible and with whom you come into contact with during the course of your duties and responsibilities. Your conduct must at all times be in accordance with the school’s policies and procedures

12. To report any causes for concern relating to the welfare and safety of children to the designated person, and the head teacher, or if unavailable the designated safeguarding governor or a member of the senior leadership team

13. To attend safeguarding training as required by the school and maintain your knowledge and understanding of your responsibility for safeguarding children in this school



	Person Specification



	Education and Knowledge

Good academic standard of general education to ‘A’ level standards/NVQ level 3 or equivalent plus specialist training/development and work experience across a technical or specialist area. Includes a full understanding of practices and procedures of the work area in order to change and develop work practices accordingly
	Personal skills and general competencies
1. 

	Experience

2.      
	

	


To be completed if any amendments are made to the standard Job Description & Person Specification

Additional Responsibilities to be included in the Job Description
This section is a description of the main responsibilities that are to be added to the Job Description, it is not a task list – the % time spent does not have to exact - it is to help the analyst understand how much time is spent on specific tasks for example the amount of time spent on typing/ inputting data may affect the Physical Demands factor.

	Additional Responsibilities
	%

Time spent

	
	

	
	

	
	

	
	

	
	


Factor Information

The factor definitions are outlined below and are specific for the job description and reflect the appropriate level from the NJE scheme that are commensurate with the level of responsibility and competences required for the role as described in the Job Description. If you have amended the standard information you should insert any additional information that you believe would impact on a factor.

Some factors have options (a) or (b) you should indicate which option best describes the job by placing a tick in the relevant box.

	Factor
	Factor Definition and Relevant Job Information

	1
	Knowledge
	Good academic standard of general education to ‘A’ level standards/NVQ level 3 or equivalent plus specialist training/development and work experience across a technical or specialist area. Includes a full understanding of practices and procedures of the work area in order to change and develop work practices accordingly

	2
	Mental Skills
	Significant analysis and judgement is fundamental to achieve medium to long term goals. Complex areas of work may require innovative solutions to develop new practices together with related planning for implementation e.g. development and implementation of new areas of extended services

	3
	Interpersonal/ Communication Skills
	Communicating with a wide range of staff, parents/carers and pupils including managing relationships with service providers and suppliers in relation to ordering, purchasing, price negotiation, contract management together with dealing with significant issues/complaints that arise e.g. establishing and maintaining relationships with contracted service providers, promoting the services in a variety of settings, leading consultation groups 

	4
	Physical Skills
	Use of keyboard with precision is necessary for some duties however the job holder will not require any particular keyboarding qualification e.g. typing routine letters, emails, report writing

	5
	Initiative & Independence
	Progressing a series of activities within recognised guidelines; frequent decision making and exercising initiative without ready access to more senior officers e.g. developing proposals for extended service provision, decision on promotion options

	6
	Physical Demands
	Duties are predominantly office based and are unlikely to place physical demands on a job holder. There may be an occasional need to lift/carry items of relative low weight over short distances e.g. paper records, promotion materials, laptop computer

	7
	Mental Demands
	A) Concentration is applied over a range of tasks involving some analysis of varied information, elements of creative/developmental work or similar e.g. analysis and presentation of financial information, review and develop practices and procedures in response to new initiatives, checking/monitoring areas to ensure that policies/procedures have been followed and developing plans where issues are identified.
	

	
	
	B) Concentration applied over a range of diverse work areas including significant analysis of complex information. Creative and developmental work is a regular activity e.g. budget and funding activity, developing service offers for the schools, writing reports for Head Teachers evaluating the effectiveness of services.
	

	8
	Emotional Demands
	Duties are unlikely to require the job holder to deal with individuals whose circumstances may leave the job holder feeling upset, aggrieved, or angry e.g. dealing with those who have physical or mental impairments, or are suffering from serious illness (people related behaviour, including any form of verbal abuse and aggression from people is covered under the Working Conditions factor).

	9
	Responsibility for People
	Post has considerable direct impact on the well being of people e.g. through developing new extended service offerings; also providing advice and guidance on policies and procedures which requires interpretation appropriate to a variety of circumstances/situations e.g. regarding the implementation of policies and procedures related to ‘Every Child Matters’.

	10
	Responsibility for Supervision
	Job holder has no direct responsibility for the supervision of other employees. Occasional demonstration of own duties or similar assistance to new staff and/or college students, work experience and volunteer helpers may be given as necessary

	11
	Responsibility for Financial Resources
	Monitoring income or expenditure against budget, involving large sums of monies and actively reporting to the budget holder(s) variances to enable them to take informed action e.g. providing regular financial information/summaries to Head Teachers.

Please identify the annual sum of money involved in the additional information section for factor 11.

	12
	Responsibility for Physical Resources
	Regular handling,  processing and recording of computer and manual information in accordance with data protection principles including routine document preparation, storage, retrieval or amendment

	13
	Working Conditions
	A) Duties are largely office based or equivalent where exposure to either unpleasant working conditions or unpleasant people related behaviour is unlikely or infrequent.

Note: Please provide examples and frequency of occurrence of such incidents and estimate percentage of working time when exposed to abuse and/or aggression in the additional information box for factor 13.
	

	
	
	B) Duties involve regular contact with children; there is also some exposure to abuse and/or aggression from students and/or adults.

Note: Please provide examples and frequency of occurrence of such incidents and estimate percentage of working time when exposed to abuse and/or aggression in the additional information box for factor 13.
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Date      
Grade 5 Pupil Support Extended Services Coordinator


