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JOB DESCRIPTION AND PERSON SPECIFICATION

	Job Title:
	Sports Coach

	School
	Great Denham Primary School

	Weeks:
	39 Weeks

	Hours of work:
	37 Hours

	Salary:
	NJC level 4 

	Responsible to:
	PE lead



	Role:
	To provide high quality teaching of PE across the primary age range. 

	Purpose of job:
	To deliver practical sessions and provide administration support to the PE team.



Responsibilities and Accountabilities:
The role will involve the practical delivery of lessons and competitions as well as administrative duties to support the smooth running of P.E across the school. 

Teaching 
· Delivery of curriculum and afterschool sessions across the school.
· To use school medium term planning to  deliver and evaluate PE lessons under the guide of the PE lead teacher.
· To lead class PE lessons from Nursery – Year 6 on a weekly basis.
· To organise and run after school sports clubs.
· Under the guidance of the PE lead teacher make assessments of children’s progress in lessons and feed back to class teachers in order to support their report writing. 
· To maintain high standards of behaviour in P.E lessons following the schools behaviour policy at all times. 
· Delivery of competitions both within schools and between schools.
· To help organise, set up and put away sports equipment for events and/or after school clubs as required.




Administration
· To provide administrative support to the P.E. lead acting as a primary point of contact for enquiries and managing emails in a timely and customer focussed manner.
· To support the general smooth running and organisation of the PE team maintaining all paperwork in an appropriate filing system and carrying out photocopying and scanning as required.
· Liaising with schools and venues to booking facilities, securing resources and transport for competitions.
· Coordinate competition entries and produce fixture schedules and timetables for the events.
· Assist the school in achieving their School Games Kite Mark Awards.


Support for School/Academy/Place of work:
· Participate in staff events by arrangement including professional development days 
· Attend Staff Meetings as appropriate 
· Develop and maintain effective working relationships with other staff and parents/carers
· To work collaboratively with teaching, learning support and administrative staff colleagues as required
· Follow school policies, practices, and procedures
· To complete suitable training for the post including basic First Aid if appropriate 

Data security:
· Act following legal provisions regulating confidentiality and security of data and information under General Data Protection Regulations 

Health and Safety: 
· Be aware of the responsibility for personal Health, Safety and Welfare and that of others who may be affected by your actions or inactions 
· Co-operate on all issues to do with Health, Safety & Welfare 
· To work/operate all equipment within Health and Safety and other legal regulations, including risk assessments
· Contribute to the maintenance of a safe and healthy environment 



Continuing Professional Development:
· In conjunction with the line manager, take responsibility for personal and professional development, keeping up to date with research and developments related to school/academy/place of work efficiency, which can contribute to improvements in the daily running of the Trust
· Undertake any necessary and identified professional development taking full advantage of any relevant training and development available, particularly when related to the use of ICT, for data management and record keeping
· To take part in the performance management process which evaluates performance and enables staff to take full advantage of the training and development available

Child Protection and Safeguarding
· The post holder will have a shared responsibility for safeguarding all children and young people. The post holder also has an implicit duty to promote the welfare of all children and young people 
· To inform the Child Protection Officer of any issues relating to the safety and well-being of students

General Responsibilities
· To maintain confidentiality at all times. 
· To share and actively promote the school’s commitment to promoting equal opportunities and tackling discrimination.
· To carry out any other relevant duties as may be reasonably requested by your Line Manager or SLT, commensurate with the pay and grade of the post

The post holder will undertake any other duties commensurate with the grade of the post, in consultation with the line manager.

This job description is subject to review and may be changed following consultation with the post holder. It is not a comprehensive statement of procedures and tasks but sets out the main expectations of the Trust in relation to the post holder’s professional responsibilities and duties.




	
Person Specification 
Sports Assistant

	Assessment Key:
A = Application Form
I = Interview

	
	 
	

	Education and Qualification 
	Essential
	Desirable
	Assessment

	1
	Educated to GCSE with English and Maths at Grades A*- C or equivalent
	✓
	
	A

	Experience
	Essential
	Desirable
	Assessment

	2
	Experience of delivering/participating in sport/physical activities.
	✓
	
	A/I

	3
	Experience of teaching whole class PE lessons
	
	✓
	A/I

	4
	Previous administration experience
	
	✓
	A/I

	5
	Experience of working with young people ideally in a school setting
	
	✓
	A/I

	Knowledge & Skills
	Essential
	Desirable
	Assessment

	6
	Effective interpersonal and organisational skills
	✓
	
	A/I

	7
	Ability to work as part of a team and to use initiative when required
	✓
	
	A/I

	8
	Ability to cope with conflicting demands, deadlines and interruptions
	✓
	
	A/I

	9
	Ability to communicate effectively, both written and verbally
	✓
	
	A/I

	10
	Accuracy and attention to detail
	✓
	
	A/I

	11
	Knowledge of the concept of confidentiality
	✓
	
	A/I

	12
	Awareness of child protection issues
	✓
	
	A/I

	Personal Qualities
	Essential
	Desirable
	Assessment

	13
	Genuine passion and a belief in the potential of every child
	✓
	
	A/I

	14
	Motivation to continually improve standards and achieve excellence above norms
	✓
	
	A/I

	15
	Ability to act on own initiative 
	✓
	
	A/I

	16
	Willingness to undertake training
	✓
	
	A/I

	17
	Commitment to equality of opportunity and the safeguarding and welfare of all pupils
	✓
	
	I

	Child Protection
	Essential
	Desirable
	Assessment

	18
	Support the school policies on safeguarding and child protection 
	✓
	

	A/I

	Other
	Essential
	Desirable
	Assessment

	19
	Flexibility of working hours 
	✓
	
	A/I

	20
	First aid qualification 
	
	✓
	A/I
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