
Mayflower High School

Job Description

	Job Title:
	Geography Key Stage 3 Co-ordinator

	Responsible to:
	Head of Geography

	Responsible for:
	The organisation and co-ordination of KS3 Geography 

	Scope: 
	Assist in the operational management of Geography and assisting the Head of Geography

	TLR scale:
	MHS TLR 2A


Safeguarding

Our school is committed to safeguarding and promoting the welfare of children and young people and expect all staff and volunteers to share this commitment. 

The professional duties of all teachers (other than the Headteacher), are set out in the School Teachers’ Pay and Conditions document (STPC) and describe the duties required of all mainscale posts.  In addition, the description of the requirements of the post of Teaching and Learning Co-ordinator: Geography at Mayflower High School, in accordance with the criteria for the award of a Teaching and Learning Responsibility Payment along with the particular duties expected of the post holder, have been set out below:  

Purpose

a. To be accountable for the highest standards of pupil achievement within Geography at Key Stage 3, monitoring and evaluating pupil achievement and setting targets for improvement.  

b. To lead, develop and enhance the teaching practice of all teachers of Geography at Key Stage 3, evaluating the quality of teaching and securing and sustaining effective teaching of the subject.  

c.
When required, to act as a mentor to trainee teachers in the department.
c. To be accountable for the leadership and management of Geography at Key Stage 3.  To assist with the development and implementation of subject policies, plans, targets and practices within the context of the school’s aims and policies.  

Main duties

· Oversight and co-ordination of teaching, learning and assessment in Geography, ensuring that the Geography curriculum is delivered at KS3 effectively;

· To keep up to date with national developments and research, using the information to ensure effective curriculum provision; 

· To assist with quality of education, monitoring, evaluation and review;

· To assist in the implementation of assessment policies and procedures which are compatible with school policy;

· Delivery of Geography to all levels via suitable classroom practice, homework/coursework assignments, examination results and other professional parameters;

· Ensuring, in consultation with the Head of Geography, the provision of appropriate syllabuses and schemes of work;

· Assisting with the tracking of overall student performance, target setting and monitoring at Key Stage 3; 

· To assist with the administration and financial planning of Geography in conjunction with, and with the assistance of, teaching and support staff;

· To assist with the management the establishment and maintenance, through forward planning, of appropriate learning resources for Geography;

· In KS3 the initiation and/or monitoring of parental contact, annual, interim and progress reports; lost books/equipment; work or behaviour problems (in consultation with the Head of Department); learning difficulties (in consultation with the SENDCo);

· Receiving and supporting teachers in training in line with current school procedures;

· To meet regularly with the Head of Geography in order to share information and discuss and enhance the provision of Geography at Key Stage 3; 

· To assist in maintaining an effective structure for consultation and communication within the department area;

· To assist with establishing expectations and implementing clear guidelines for high standards of work in the Department;

· To assist with the responsibility for student conduct within the area;

· Specific tasks as reasonably delegated by the Head of Geography from time to time;
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