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JOB DESCRIPTION


Job Title:  			Literacy Intervention/ Reading Coordinator
Location:	            Currently Based Coombe Dean School 
Grade:			            Plymouth NJC Pay Scales, Grade D
Hours:	37 hours per week, 39 weeks per year
Responsible To:	Deputy Headteacher – Intervention
Key relationships:	Students, English Department


MAIN PURPOSE OF JOB
Working across the curriculum to provide support for improving both reading and literacy, coordinating the library.

KEY RESPONSIBILITIES TO INCLUDE:

Literacy Intervention

Work with individuals and appropriately-sized groups of students working below age-related reading expectations so as to:
· At all times demonstrate and uphold WeST’s core values, ensuring that behaviour, actions and decisions align with the principles that guide our work.
· Support access to and the raising of standards of student attainment and achievement across the curriculum and to monitor and support student progress
· Ensure the provision of an appropriately broad, balanced, relevant and scaffolded reading and writing intervention programme for students
· Assist in the transition of students with below age expected standards in reading from Year 6 to 7 

Teaching and Learning 
· Respond to the outcomes and analysis of diagnostic testing through use of NGRT and additional tests available from GL assessment such as YARC and LASS 
· Apply the most up to date, research-based strategies to address the diverse needs of learners, particularly those with additional learning needs 
· Use Fresh Start Phonics Programme to secure phonics knowledge
· Support groups, individuals and provide pre-class, in-class and post-class support for learners with additional educational needs 
· Collaborate with teachers to plan, share ideas and modify resources to provide scaffolding within the mainstream curriculum according to learner needs 
· Plan and deliver specific short-term educational programmes which address the additional educational needs of learners 
· Provide support with reading skills as well as, where applicable, other specific skills (e.g spelling, fine motor, handwriting) 
· Use and evaluate distinctive teaching approaches to engage and support students and to maximise learning for all 
· Use ICT to enhance learning to support collaboration, content creation and communication 
· Use inclusive strategies so that all learners can access the curriculum and make progress 
· Support learners to set their own goals and objectives promoting resilience and independent learning 

Curriculum and Subject Knowledge 
· Demonstrate excellent subject knowledge of the needs of learners with additional learning needs
· Ensure that planning and assessment match the learning goals of the curriculum 
· Collaborate with colleagues to plan intervention delivery 

Reading Coordinator
· Arrange library materials for effective retrieval including systematic indexing, classification and cataloguing of all library resources, to include physical and electronic resources and fully administrate Library Management Programme in conjunction with Schools Library Service.

· Manage the library budget.
Supervise the day-to-day use of the library (with support from other staff and P16 volunteers where possible):
a. maintaining a quiet, productive learning environment.
b. issuing of books and other materials.
c. shelving and shelf-tidying of books.
d. advising students on appropriate strategies for the selection of information sources to support independent learning.
e. ensuring high standards of displays and promotional material.


· Promote the effective and efficient use of the library by teaching staff and students, including the development of students’ individual study skills in library-based lessons and independent work.
· Run after school reading sessions with targeted students.
· Co-ordinate clubs and activities related to reading and literacy.
· Liaise with local librarians to raise the profile of reading within our school community.


Support the School by:

· Be aware of and comply with policies and procedures relating to child protection, health and 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 the overall ethos/work/aims of the school.
· Appreciate and support the role of other professionals.
· Attend and participate in relevant meetings as required.
· Participate in training and other learning activities and performance management as required.
· Assist with the supervision of students out of lesson times e.g. after school catch up/study sessions within paid hours of employment.
· Accompanying teaching staff and pupils on visits, trips and out of school activities as required 

Other:
 
· To act in accordance with, and actively promote, all Trust policies, including Safeguarding, Health and Safety and Equality & Diversity.
· To participate in Continuing Professional Development (CPD relevant to the role and to engage in Performance Development Reviews (PDRs).
· Preparing and contributing to Trust wide development by sharing best practice and delivering/receiving professional feedback. 
· To retain confidentiality and maintain data and/or files in accordance with Trust policies for data governance, as appropriate for the role.


Success Criteria

· Selected students will receive one to one or small group reading sessions to increase reading practice
· Students will maintain high levels of attendance
· The library will be a safe, quiet and stimulating environment which supports literacy development in students. 
· The library will be a recognised hub of reading which can demonstrate best practice worthy of sharing with other schools




This job description will be reviewed annually and may be subject to amendment or modification at any time after consultation with the post holder.  It is not a comprehensive statement of procedures and tasks but sets out the main expectations of the school in relation to the post holder’s professional responsibilities and duties.

PERSON SPECIFICATION - Literacy
 
E = Essential, D = Desirable
 
	Method of Assessment
The table indicates the possible method/s by which the skills/knowledge/level of competence in each area will be assessed.
	Essential or Desirable
	Application Form
	Interview (or other selection activity)

	Qualifications:

	GCSE English and Maths (grade C/4 or above) or equivalent
 
	E
	ü
	ü

	Relevant qualification or training in literacy support, education, or working with young people (e.g. TA qualification or equivalent experience
	E
	ü
	ü

	Experience:
	 
	 
	 

	Experience of working collaboratively with teachers and other staff to support learning and adapt resources for students with additional needs
	E
	ü
	ü

	Experience of delivering targeted interventions (e.g. phonics, reading programmes or small group support) and monitoring student progress
	D
	ü
	 

	Experience of supporting students with reading and literacy, particularly those below age-related expectations
	D
	ü
	 

	Qualities:
	 
	 
	 

	Passionate about improving literacy and helping students develop reading confidence and independence
	E
	 
	ü

	Patient, empathetic and supportive in working with students with a range of needs 
	E
	 
	ü

	Strong organisational skills, with the ability to manage interventions, resources and library systems effectively
	E
	ü
	ü

	Good communication skills, able to build positive relationships with students, staff and external partners
	E
	ü
	ü

	Proactive and committed to creating an engaging and inclusive reading culture across the school 
	E
	 
	ü

	VALUES-BASED BEHAVIOURS:

	Compassion:
	 
	 
	 

	Recognising need in others and acting with positive intention to promote wellbeing and improve outcomes 
	ü
	 
	ü

	Aspiration:
	 
	 
	 

	Working to high expectations, modelling the delivery of high-quality outcomes
	ü
	 
	ü

	Showing passion, persistence and resilience in seeking creative solutions to strive for continuous improvement and excellence
	ü
	 
	ü

	Integrity:
	 
	 
	 

	Acting always in the interests of children and young people
	ü
	 
	ü

	Acting with a consistent and uncompromising adherence to strong moral and ethical principles
	ü
	 
	ü

	Communicating with transparency and respect, creating a working environment based on trust and honesty
	ü
	 
	ü

	Collaboration:
	 
	 
	 

	Creating a shared vision and working effectively across boundaries in an equitable and inclusive way to skilfully influence and engage others
	ü
	 
	ü
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