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Job Title:    Extended Schools and Family  Coordinator


Date prepared 
January 2024




	Attributes
	Essential
	Desirable

	Education & Qualifications
	
	Willingness to undertake  professional development

	Experience
	Experience of working within a multi disciplinary organisation or agencies in different sectors ie voluntary, statutory and maintained 


	Experience of identifying potential funding sources

Experience of administering staff rotas and timesheets



	Skills


	Must possess good communication skills, verbal, written and presentational.

Must be able to communicate with a wide range of individuals, eg children, families, committees, outside agencies, management

Must be able to use ICT for the effective management and administration.

Must be able to complete complex forms, returns including those to outside agencies
	

	Knowledge and understanding
	Must have a very good knowledge of ICT packages, Excel, PowerPoint, Excel, Word
	A knowledge and understanding of the Governments initiative for Extended Schools Provision



	Inter-Personal & Social Qualities
	Have effective oral and written 

Communication skills.

Be able to establish positive relationships with young people and Adults

Ability to work effectively with other staff 

Ability to work constructively as team member 


	

	Special Requirements 


	Excellent timekeeping and attendance record

Must be committed to safeguarding and promoting the welfare of children

Must be aware of the importance of confidentiality.

Must work within the Child Protection Policy, Equal Opportunities Policy.

No adverse enhanced disclosure of criminal convictions

(successful candidates will be required to undertake an Enhanced Disclosure Barring Service check)


	Occasional attendance at sessions outside the school day.




James Rennie School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. Therefore, an enhanced DBS check including the barred list will be required for the successful candidate and other procedures and checks will be followed as laid out in our Safeguarding Policy

