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JOB DESCRIPTION

	Job Title: 
	Growing Aspirations Coordinator
	Salary: Grade 4
Hours of work: 37 hours per week (8:15am start time) plus 3 weeks

	Location: 
	Meadow Park School
	Line Manager: Assistant Headteacher


Job Purpose
· To support the Assistant Headteacher in the day-to-day management of student personal development programmes, including enrichment, transition and careers, information, advice and guidance (CIAG)
· To support the students in securing work experience placement opportunities and their wider understanding of career development, further education, apprenticeships and employment
· To promote, track and report on student engagement and evaluation of the CIAG programme, liaising with external agencies as appropriate
· To support the home – school relationships for students and their families
· To equip students with the tools to improve their interactions with others so that they develop excellent communication, independent, organisational and resilience skills
· To provide administrative support to the Senior Leadership Team in relation to personal development, enrichment, transition and CIAG
· Celebrate achievements as often as possible, with students, staff and families
· To promote, track and report on the enrichment programmes at school, including pupil participation and evaluation
· To promote and co-ordinate an effective transition programme and experience for students joining the school in Year 7 from primary school
· To promote and co-ordinate links with businesses, universities, charities and other external agencies to broaden the experience and opportunities on offer to students 

Line Management

· To work under the direction of the Assistant Headteacher in order to provide clear direction and effective management of processes that lead to improved engagement in CIAG and enrichment opportunities and experiences
· To work under the direction of the Senior Leadership Team to provide clear direction and effective management of processes that lead to an effective and engaging transition programme, ultimately resulting in uptake in numbers on roll

Whole School Role

· To provide, collate and develop resources, workshops, visits, and experiences that educate students in techniques that support a changed mindset regarding ‘Growing Aspirations’, including attitudes to learning, uptake in enrichment opportunities, and career pathways
· To ensure that students in The Orchard, supervision and / or alternative pathways are actively engaged and supported in CIAG and enrichment opportunities
· To lead the co-ordination of the transition programme which includes a range of transition sessions offered to primary schools, both on and off site, throughout the year
· To co-ordinate the Transition Evening, Transition Day and Open Evening to a high standard
· To be the point of contact for families and schools for children moving to the school in Year 6
· To liaise with the House, Inclusion and Attendance teams to ensure an effective transition for those students in Year 6 with additional needs or who require bespoke or additional support
· To liaise with external agencies, including primary schools and families to ensure effective information sharing to support the transition of students to the school
· To support students who join the school at non standard entry points to ensure they establish good routines, including engagement in CIAG and enrichment experiences
· To liaise closely with the relevant teaching staff, regarding CIAG and enrichment linked to specific curriculum areas to ensure a broad and engaging enrichment and CIAG curriculum if offered
· To be the point of contact for families and external agencies for CIAG
· To drive the school mini bus as required
· To ensure that all support or assistance given follows the school policies and procedures
· To report back to Assistant Headteacher any concerns about students and to fully document on the student's file
· To deal with any emergencies according to school policy. 
· To fully understand the term ‘safeguarding children’ and adhere to set procedures regarding child protection
· To be flexible and willing to adapt to the evolving needs of the school

Supporting

· To work with the Senior Leadership Team, House, Inclusion and Attendance Teams to develop an inclusive culture of enrichment, transition and CIAG across the school
· To work with the school in ensuring effective relationships with parent/ carers are maintained
· To support staff training related to CIAG, enrichment and transition where appropriate
· To provide regular feedback which recognises good practices and supports staff in teaching students the wider curriculum and supporting students joining the school
· To monitor and co-ordinate resources used for interventions to support students who have gaps in learning and / or who may need more bespoke CIAG, enrichment or transition support
· To implement systems for assessing, monitoring and reporting individual pupil’s engagement in enrichment, CIAG, or transition to the school
· To provide a strategy for promoting and ensuring the effective transition of students from primary to secondary 

Administration 

· To take detailed notes and statements from meetings and student, family or external agency interactions
· To attend family support meetings and meetings with other agencies when required
· To assist with the organization of parent/ carer meetings with a focus on promoting transition, CIAG and enrichment
· To research and prepare paperwork for reporting to the LGB regarding transition, enrichment and CIAG
· To administer the enrollment of students and maintain student records, complying with GDPR
· To take part in appropriate training activities
· To liaise with the admin teams to provide accurate records for enrichment, CIAG and transition
· To liaise with primary schools, families and external agencies regarding the admission of students moving to the school
· To liaise with the EVC and Operations Team and staff to ensure all on and off school events are well prepared, compliant and effectively woven into the school calendar
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