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Job Description


Job Overview: Teaching and Learning Co‑Ordinator
(L5–L9)

Purpose of the Role
Be responsible for pupil achievement and progress within a designated Teaching and Learning Group.
Lead the development of an engaging, ambitious curriculum with high-quality schemes of learning that maximise outcomes for all pupils.
Ensure consistently strong teaching and learning across the designated area of responsibility.
Promote and ensure the safeguarding, welfare, and wellbeing of pupils within the assigned group.
Work with the Principal and Head of School to hold staff to account for the quality of teaching, learning, and pupil outcomes.
Secure continuous improvement by raising standards and ensuring pupil targets are consistently met or exceeded.
Lead a rigorous approach to assessment, tracking, and intervention so that concerns are identified early and addressed effectively.
Ensure interventions are well-coordinated, monitored, and demonstrably impact pupil progress.
Develop a detailed and analytical understanding of internal and external data to inform improvement strategies.
Deputise for the Head of School when required.
Reporting and Relationships
Reporting to: Principal and Head of School
Liaising with: Leadership and Management Team, Teachers, Associate Staff, Parents/Carers
Key Responsibilities
Operational and Strategic Leadership
Model excellence in leadership, professional conduct, and day-to-day management.
Model exceptional teaching and learning through practice, coaching, and support.
Implement and monitor actions arising from pupil progress meetings to ensure measurable improvements in outcomes.
Lead the development of high-quality curriculum and assessment practices that ensure continuity and progression for all pupils.
Plan effectively for all pupil groups, including disadvantaged pupils and those with additional needs.
Ensure assessment systems are robust, clearly scheduled, and inform timely intervention.
Set and monitor clear expectations for formative feedback and marking through work scrutiny, learning walks, and standardisation.
Teaching, Learning and Curriculum
Champion innovation, improvement, and personalisation in teaching and learning.
Maintain a teaching commitment as part of the leadership role.
Provide leadership support and guidance to staff to improve classroom practice.
Remain informed about national and research-informed developments in teaching and learning and embed effective practice.
Ensure communication and interaction strategies are explicitly integrated into schemes of learning.
Staff Leadership and Development
Set high expectations for staff and pupils in line with school policies and values.
Identify and respond to staff professional development needs in collaboration with senior leaders.
Support the induction, mentoring, and development of new staff and Early Career Teachers.
Build effective working relationships with senior leaders, middle leaders, and staff.
Undertake appraisal responsibilities, setting challenging and measurable targets linked to pupil outcomes.
Participate in recruitment and selection processes when required.
Act as a positive role model for pupils and staff at all times.
School Self‑Evaluation and Improvement
Play a full and active role in school self‑evaluation processes, contributing to planning, implementation, and evaluation of improvement actions.
Communication and Partnership
Ensure effective communication and collaboration with pupils, staff, and parents/carers.
Work with partner schools and external agencies to support sustained improvement.
Resources
Ensure effective and efficient management of learning resources.
Other Responsibilities
Undertake any other duties commensurate with the role and grade, as reasonably requested by the Senior Leadership Team.
Special Conditions of Service
West Oaks School is committed to safeguarding and promoting the welfare of children and young people. All staff are expected to share this commitment. The successful candidate will be subject to an enhanced Disclosure and Barring Service (DBS) check. There may be occasions when work is required outside of normal school hours or off school premises. West Oaks School operates a no‑smoking/vaping policy.
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Person Specification 
Teaching and Learning Co-Ordinator (L5–L9)

This person specification outlines the criteria used to assess candidates for the role of Teaching and Learning Co-Ordinator at West Oaks School.

Qualifications and Professional Status
	Criteria
	Essential
	Desirable

	Qualified Teacher Status (QTS)
	✓
	

	Relevant undergraduate degree or equivalent
	✓
	

	Evidence of ongoing professional development
	✓
	

	Leadership or specialist qualification
	
	✓


Experience
	Criteria
	Essential
	Desirable

	Successful classroom teaching experience
	✓
	

	Experience of leading teaching and learning improvement
	✓
	

	Curriculum design and implementation experience
	✓
	

	Use of assessment data to inform intervention
	✓
	

	Experience working with pupils with SEND
	✓
	

	Coaching or mentoring colleagues
	✓
	

	Contribution to school self-evaluation and improvement planning
	✓
	


Skills and Knowledge
	Criteria
	Essential
	Desirable

	Strong understanding of effective teaching and learning
	✓
	

	Secure knowledge of assessment, tracking and intervention
	✓
	

	Ability to analyse data to drive improvement
	✓
	

	Strong curriculum knowledge and progression planning
	✓
	

	Inclusive practice and SEND strategies
	✓
	

	Excellent communication skills
	✓
	

	Strong organisational and time-management skills
	✓
	


Leadership and Management
	Criteria
	Essential
	Desirable

	Ability to model high expectations and professionalism
	✓
	

	Ability to hold colleagues to account constructively
	✓
	

	Ability to lead change and secure improvement
	✓
	

	Experience working collaboratively with senior leaders
	✓
	

	Ability to deputise for the Head of School
	
	✓


Personal Qualities
	Criteria
	Essential
	Desirable

	Strong commitment to safeguarding and pupil wellbeing
	✓
	

	Passion for improving outcomes for pupils with SEND
	✓
	

	Resilient, reflective and solution-focused
	✓
	

	High levels of integrity and professionalism
	✓
	

	Flexible and adaptable approach
	✓
	

	Positive role model for pupils and staff
	✓
	


Safeguarding and Compliance
The successful candidate must demonstrate a strong commitment to safeguarding and promoting the welfare of children and young people. Appointment is subject to an enhanced DBS check and compliance with school policies, including the no-smoking/vaping policy.
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