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Job Description


Post Title: Senior Teaching School Hub Programme Officer

Pay Range/Grade: S01/S02, SCP23-28

Line Manager: Director of Teaching School Hub 


Purpose of the Role: 

The Senior Teaching School Hub Programme Officer plays a key role in the effective delivery of Teaching School Hub (TSH) programmes. The post holder will provide high-quality administrative, operational, and coordination support to ensure programmes run efficiently and to a consistently high standard. This includes maintaining accurate records, managing communications, and supporting engagement with schools, participants, and external partners. The role is essential to the successful implementation of DfE initiatives that underpin teacher development, school improvement, and leadership pathways.

Generic Introduction:

The following information is furnished to assist staff joining the School to understand and appreciate the work content of their post and the role they are to play in the organisation. The following points should be noted:
 
1. Whilst every endeavour has been made to outline the main duties and responsibilities of the post, a document such as this does not permit every item to be specified in detail. Broad headings, therefore, may have been used below, in which case all the usual associated routines are naturally included in the job profile. 

2. Employees should not refuse to undertake work, which is not specified on this form, but they should record any additional duties they are required to perform and these will be taken into account when the post is reviewed. 

3. Our School is an Equal Opportunities employer and requires its employees to comply with the Exceed Academies Trust Equality Statement and Objectives. 

4. We are committed, where possible, to making any necessary reasonable adjustments to the job role and the working environment that would enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a condition covered under the Equality Act 2010. 

Fluency Duty

In line with the Immigration Act 2016; the Government has created a duty to ensure that all staff working in customer facing roles can speak fluent English to an appropriate standard. 

For this role the post holder is required to meet the Advanced Threshold Level.

Supervision and Guidance:

To work under the instruction and guidance of the Teaching School Hub Director and team.

Supervisory Responsibilities: 

Support colleagues with administrative processes and ad-hoc tasks as required.

Key Responsibilities: 

Programme Coordination:

· Support the planning, scheduling, and delivery of Teaching School Hub programmes and events.
· Maintain accurate participant records, track attendance, and monitor programme completion.
· Assist in the preparation and distribution of programme materials and communications.
· Lead marketing and recruitment activities for programmes, including promotional communications and outreach to prospective participants.
· Manage programme registrations and on-boarding, ensuring a smooth enrolment process and clear communication with new participants.
· Coordinate quality assurance processes across all programmes, including gathering and analysing feedback, monitoring programme standards, supporting evaluation activities, and ensuring continuous improvement in line with organisational and national requirements.

Monitoring & Reporting:

· Maintain accurate records of programme participation, outcomes, and feedback.
· Support the preparation of reports and data analysis for Hub Director and funding bodies.
· Contribute to continuous improvement of programme delivery based on feedback and evaluation.

Financial Administration: 

· Manage financial processes related to programme delivery, including raising purchase orders, processing invoices, and supporting the monitoring of programme budgets.
· Ensure accurate financial records are maintained in line with organisational procedures and reporting requirements.
· Liaise with internal finance teams and external suppliers to ensure timely and compliant financial transactions. 

Operational Support:

· Coordinate logistics for face-to-face and virtual sessions, workshops, and training events.
· Liaise with facilitators, schools, and external providers to ensure smooth programme delivery.
· Provide administrative support for programme evaluation, reporting, and audits.
· Support resolution of operational or administrative issues efficiently.
· Contribute to process improvements to enhance operational efficiency.

Working in Partnerships with Parents/carers and external agencies:

· Internal contact with staff at all levels across the school and Trust, Parents/Carers, Governors, Community Groups, Social Services, Police, Local Education Authority, Contractors and External Agencies. 
· Act as a point of contact for participants regarding programme queries and guidance.

Maintaining Professional Competencies:

· To operate within agreed legal, ethical and professional boundaries when working with children and young people and those involved with them.
· Ensure high level of professional competences by attending regular training, undertaking further qualifications and self-study.

Safeguarding and Compliance:

· Work in line with statutory safeguarding guidance (e.g. Keeping Children Safe in Education, Prevent) and our safeguarding and child protection policies. 
· To be aware of the school’s duty of care in relation to staff, students and visitors and to comply with the health and safety policy at all times.

Management of Resources:

· To maintain the confidential nature of information relating to the Teaching School Hub, its learners and staff.

This job description should be seen as enabling rather than restrictive and will be subject to regular review.


























Person Specification

	Area of specification
	Essential/Desirable
	Method of Assessment

	
QUALIFICATIONS
· Minimum of GCSE English and Mathematics at grade C or above (or equivalent).
· Degree level or equivalent qualification
· Further professional qualifications relevant to the role.
· Qualified Teacher Status (QTS)
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Application and interview



	
EXPERIENCE
· Experience in educational administration or programme coordination, ideally within school or professional development settings.
· Experience managing online and in-person training events.
· Understanding of school operations and professional development needs.
· Understanding of school improvement frameworks, teacher development, and leadership programmes.
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Application and interview


	
KNOWLEDGE/SKILLS/ABILITIES (Core competencies)
· Strong organisational skills with the ability to manage multiple tasks simultaneously.
· Excellent communication skills, both written and verbal.
· Proficiency in Microsoft Office, Google Workspace, and database management systems.
· Attention to detail and high levels of accuracy.
· Understanding of school improvement frameworks, teacher development, and leadership programmes.
· Familiarity with monitoring, evaluation, and reporting processes in education.
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Application and interview








	
PERSONAL QUALITIES
· Be committed to raising standards
· Be someone who can create an atmosphere in which children can thrive and succeed
· Have excellent interpersonal skills
· Effective communication and organisation skills
· Ability to manage workloads and work calmly under pressure
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Application and interview




This job description is not your contract of employment, or any part of it. It has been prepared only for the purpose of school organisation and may change either as your contract changes or as the organisation of the school is changed. Nothing will be changed without consultation. This document must not be altered once it has been signed but it will be reviewed annually as part of the performance management process or as appropriate.

The post holder must be able to perform all duties and tasks with reasonable adjustment, where appropriate, in accordance with the Equality Act 2010.

In addition, the post holder must have the ability to cope with requirements of the post, which may include working with pupils who have emotional and behavioural difficulties or physical difficulties.  For posts working with pupils who have physical difficulties, it may be an unavoidable core component of the job for the post holder to be capable of lifting and carrying.  However, suitable training will be provided, should this be the case.
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