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	Job Title:
	Lead Officer Primary School Improvement

	Reporting to:
	Director of Education

	Responsible for:
	Primary School Improvement Support Officers
School Improvement Partner contractors

	Location
	Liverpool Archdiocesan Office, St Margaret Clitherow Centre, Croxteth Drive, Liverpool, L17 1AA





	Mission Statement
“Taking to heart the last words of the Lord Jesus, we will go into the world to proclaim the Good News to the whole of creation.”




Job Summary
The postholder will promote and develop the effectiveness of primary schools within the Archdiocese of Liverpool. This will be undertaken through monitoring, analysis and evaluation of schools by:

· Contributing to and shaping the strategic vision for education throughout the Archdiocese.
· Managing the procurement and provision of support, advice and assistance to primary schools to improve standards.
· Ensuring that all primary schools have the opportunity to access appropriate advice and support from a School Improvement Partner.
· Interpreting primary schools’ performance and other data on behalf of the Director of Education.
· Identifying Archdiocesan key priorities for improvement across all primary schools.
· Monitoring and evaluating the impact of support provided and action taken on behalf of the Archdiocese.
· Communicating effectively with key stakeholders to build relationships and drive improvement in the primary sector.
· Co-ordinating, hosting and leading where appropriate, Archdiocesan primary school training events and meetings.
· Preparing reports for Headteacher Advisory Board, Director of Education and Education Committee as required.
· Ensure through accessing appropriate professional development opportunities, an awareness of current and future developments in education.  

Main Duties and Responsibilities
1. Promote the safeguarding and welfare of all children and young people.
2. Coordinating and managing the procurement and provision of sufficient and appropriate support, advice and assistance to all primary schools.
3. Undertaking visits to primary schools as appropriate.
4. Working alongside the Director of Education, developing and maintaining the SIP reporting framework and suitable quality assurance standards.
5. On behalf of the Archdiocese, work closely with schools who are considered to be under-performing.
6. Liaising with Headteacher Advisory Group to identify strategic priorities.
7. Working with and facilitating effective communication between all key partners and stakeholders regarding school improvement strategies and the raising of standards.
8. Identifying and analysing data such as attendance, behaviour and outcomes.  Using this analysis to identify appropriate support and challenge.
9. Preparing reports regarding the standards and quality of primary education in the Archdiocese for all stakeholders.
10. Identifying and disseminating effective school practice and strengths for sharing with other schools, contributing to a local knowledge base that supports effective commissioning of school-to-school support.
11. Scrutinising the progress made, alongside key partners, by the implementation of any school improvement strategies.
12. Attending meetings with key partners to report on progress as and when required.
13. Promoting equal opportunities and non-discriminatory practices in all aspects of work undertaken.
14. Ensuring comprehensive awareness and understanding of relevant guidance and statutory requirements relating to school improvement and intervention, disseminating information where appropriate.
15. Line management of primary school support officers.



General
1. Where necessary, attend, support and contribute to in house and external training programmes to aid continuous individual development.

2. At all times act in a professional and appropriate manner and actively promote the ethos of the Archdiocese of Liverpool.

3. To undertake such other duties as may reasonably be required of you that are commensurate with your level of responsibility and experience.

Confidentiality
During your employment, you may gain knowledge of confidential matters, which may include personal and/or business-related issues.  Such information must be considered strictly confidential and must not be discussed or disclosed.  Failure to observe this confidentiality could lead to disciplinary action being taken against you.

Data Protection
Where it is a requirement of the job for the post holder to use computers or other information technology, he/she will be required to ensure that security procedures are followed as appropriate and that confidential information for example, passwords, is not communicated to unauthorised individuals.

Safeguarding
The post holder, during the execution of this role, is likely to come into regular contact with children and vulnerable adults.  At the date of issue, this role, having been assessed by the Archdiocesan Safeguarding Section, has been deemed to require a Disclosure and Barring Service check.

Health and Safety
All employees are required by Section 7 of the Health and Safety at Work Act to take reasonable care of their own health and safety and that of others who may be affected by their acts and omissions.



Display Screen Equipment Users
Section 39 of the Employee Handbooks states that employees who, following a suitable assessment, are deemed to be a Display Screen Equipment (DSE) User will be eligible to have an eye test funded by the Archdiocese of Liverpool and, where necessary, financial support towards the costs of lenses.  

This post does require the job holder to habitually use DSE as part of their normal work and therefore is classed as a Display Screen Equipment User.

Voluntary Duties:
During your employment, should you wish to engage with any activities in your local parish community, these are deemed voluntary in nature and must be undertaken outside of your contractual working hours, as they do not form part of your employment with the Archdiocese. 

General Clause:
This job description is not intended to be exhaustive but to indicate the main responsibilities of the post and may be amended from time to time after consultation with the post holder.  Any changes will be agreed in conjunction with the designated line manager. 


Signed by Employee: ............................................................................... Date: .......................................

Print Name: .................................................................................................







Signed by Line Manager: .........................................................................Date: .....................................

Print Name: .................................................................................................
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	Qualifications
	Essential

	
	· Degree or equivalent
· Evidence of recent and relevant professional development
· Qualified Teacher Status


	
	Desirable 

	
	· Additional post graduate qualification in a specialist area
· Catholic Certificate of Religious Studies or equivalent
· Evidence of commitment to Catholic leadership programmes


	Experience 
	Essential 

	
	· Recent successful experience of leadership in the primary sector, or equivalent leadership post within a Local Authority or another appropriate organisation 
· Recent and relevant first-hand experience of successful and sustained school improvement
· Experience of analysing and interpreting data, producing information summaries and extrapolating implications for future action
· Significant experience of school improvement techniques and approaches and of using self-evaluation to identify priorities for action
· Experience in the preparation of reports including evaluation of impact and making recommendations
· Experience of supporting schools in narrowing achievement gaps for vulnerable pupil groups
· Experience of reviewing and evaluating performance levels against pre-determined specifications
· Experience of implementing innovative strategies for learning
· Experience of facilitating collaborative working between schools
· Experience of budget management 


	
	Desirable 

	
	· Experience in complex organisations undergoing change
· Experience of working with voluntary aided schools
· Experience of working with local authorities and other government agencies


	Skills and Knowledge
	Essential 

	
	· Strong leadership skills and proven ability to lead and motivate a team
· Understanding of the issues related to school improvement and raising standards
· Expertise of the primary sector
· Knowledge of the inspection framework in schools
· Ability to use information and communication technology, including maintaining up to date records and making use of materials held on databases
· Capacity to work under pressure, achieve deadlines, meet policy objectives
· The ability to build and maintain relationships with schools, academy trusts, local authorities and Ofsted
· Effective inter-personal, oral and written skills
· Commitment to safeguarding the well-being of children and young people


	Other 
	Essential

	
	· High levels of motivation, enthusiasm, commitment and flexibility
· Use of initiative and creativity
· Strong organisational skills
· Ability to analyse situations and problem solve, including the resolution of conflict
· Ability to travel freely across the Archdiocese as required


	
	Desirable 

	
	· Practising Catholic
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