3

[image: image1.jpg]®
23\
V7 "\
ASHTON

SIXTH FORM COLLEGE




JOB DESCRIPTION

	Post:
	Enrichment and Opportunities Officer

	Salary/Grade:
	Grade 6

	Responsible to:  
	Assistant Principal - Engagement and Achievement

	Working time:
	Full Time, 36 hours per week, Term time only, Willingness to work flexible hours (evenings, weekends, holidays) 


Main purpose of the post:

· Plan and coordinate the College’s student and staff enrichment programme.
· Monitor the quality and variety of the enrichment programme.
· Develop rigorous systems to collect and analyse data for reporting on enrichment.
· To promote and facilitate the DofE Gold Award with a view to encourage as many students to take part in, enjoy and complete the Award

Main Duties:

1. Operational/Strategic Planning
1.1. To develop, promote and manage exciting student and staff enrichment activities including trips and residentials.
1.2. To encourage students and staff to take a full and active role in college life.

1.3. To increase student and staff participation on the enrichment programme.
1.4. To manage and coordinate all DofE activities such as training, practice and final expeditions, promotion of residential skills, volunteering and physical options to students.
1.5. Work alongside the Sport Co-ordinator to promote a wide variety of sporting and leisure opportunities across the college community.
1.6. Take responsibility for developing an enrichment strategy and setting a plan for the year’s activities.
1.7. Work with the MIS department to develop rigorous systems to collect and analyse data for reporting on enrichment.
1.8. Meet with teaching staff, HoD’s and support staff to ensure all departments and staff are engaging with the enrichment programme.
1.9. Develop volunteering activities to optimise community engagement and volunteering opportunities.
1.10. To take a lead role in organising cross college student events such as enrichment fairs, charity days etc.

1.11. Actively seek out and develop opportunities to support student development, aspirations and progression.

1.12. To be the face of all super and extra-curricular activity at the college, creating a central point of contact for staff and students to ensure all enrichment activities and opportunities are advertised clearly and consistently.

2. Teaching/Training
2.1. Arrange regular eDofE completion sessions for participants.
2.2. Track and monitor student participation and progress thoroughly and take appropriate action regarding any students at risk of not achieving. 
3. Equality, Diversity and Inclusion (EDI)
3.1 Work in partnership with the Equality and Diversity Coordinator to deliver the college’s EDI action plan.
3.2 To support the promotion of equality and diversity across the college community.
3.3 Coordinate and deliver enrichment opportunities linked to protected characteristics.
3.4 Support the embedding of EDI within both enrichment and the wider curriculum.

4. Staffing
4.1 Work collaboratively as part of a team to share good practice.
4.2 Work flexibly providing cover for absent colleagues when required.
4.3 Participate in continuous professional development to enhance and share good practice.
4.4 Build strong working relationships with a range of teams cross college to inform, collaborate and promote super and extra-curricular activities.
4.5 Work closely with the Sports Co-ordinator Guidance Team, Marketing Team and Senior Tutors to ensure a joined up approach to enrichment and opportunities, both development and communication.
5. Students

Safeguarding

5.1 Commit to safeguarding and protecting the welfare of children and young people by ensuring effective implementation of the safeguarding policy and procedures. 

5.2 Ensure that all enrichment activities are fully risk assessed and appropriate insurance is in place. 

Discipline 
5.3 To take responsibility for promoting good standards of behaviour and conducts by implementing and monitoring/reporting breaches of Positive Student Conduct and Behaviour policy.
5.4 To ensure external staff supervising activities are fully cognisant with College’s expectations and policies regarding student behaviour. 
Learner Involvement 
5.5 Obtain student and staff feedback on enrichment and use this to inform the enrichment programme.
5.6 Analyse feedback from student and staff surveys and focus groups to improve the enrichment programme.
6. Quality Assurance 

6.1 Coordinate “student led” enrichment, supporting those leading the activities and monitoring the programme and participation.
6.2 Monitor the quality and variety of the enrichment offer

7. Equality and Diversity
7.1 To promote equality and diversity through the role.
7.2 Monitor the uptake of activities to ensure all students are able to access activities.

8. Management Information and Administration
8.1 Work alongside line manager in the writing of the Enrichment Self-Assessment Report and Quality Improvement Plan for the enrichment programme.
8.2 Support those running enrichment with practical arrangements such as finalising a list of participants, managing waiting lists, ensuring appropriate resourcing and facilities and monitoring costs.
8.3 Monitor and track student participation in enrichment.
8.4 Write reports for SLT and governors on enrichment and contribute enrichment information into other college documents.
9. Communications

9.1 Liaise with staff or external providers on the enrichment offer and ensure a varied and vibrant programme of opportunities for students and staff.
9.2 Liaise with students and staff with any queries on enrichment.
9.3 Liaise with relevant external bodies e.g. Duke of Edinburgh Operating Authority in the management of the Award.
9.4 Ensue parents/carers are fully informed of all Enrichment Activities/Opportunities including DofE activities.
9.5 Use a range of platforms (newsletter, social media, internal communications) to fully promote a range of super and extra-curricular activities that will support student development, aspirations and progression.

9.6 Hold meetings with departments in the college e.g. the library to ensure enrichment opportunities are explored, embedded and promoted.
10. Marketing and Liaison

10.1 Promote the College’s enrichment offer internally and externally in liaison with the colleges marketing department throughout the year.
10.2 Promote awareness of students’ successes within enrichment.
10.3 Promote the College’s enrichment offer at events such as assemblies, taster days, open evenings, enrolment and induction

11. Management of Resources

11.1 To support the line manager in monitoring the use of and ensuring value for money from the enrichment budget. Be able to provide detailed projections for enrichment activities   
12 Other

12.1 Contribute to the college mission and ethos and support the aims and objectives of the College.
12.2 Contribute to building and maintaining a college community
12.3 Follow and comply with the College’s policies and procedures as outlined in the Staff Handbook.  
12.4 Undertake any other duties of an equal nature as assigned by the Centre Principal or her designated alternate.

         PERSON SPECIFICATION


         Post: 
Enrichment and Opportunities Officer 

Responsible to:
 Assistant Principal - Engagement and Achievement 

	E: Essential
	D: Desirable


	Criteria


	E
	D
	Method of Assessment

	Formal Qualifications


	1. Evidence of a qualification at Level 3 or equivalent or above

	· 
	
	Application

	2. A relevant Level 4 qualification    


	
	· 
	Application

	3. Evidence of continuing personal and professional development


	
	· 
	Application

	4. Ability to drive the college minibus
	
	· 
	Application

	Knowledge, Experience & Skills



	1. The ability to develop an enrichment strategy that will optimise participation and satisfaction.


	· 
	
	Application/

Interview

	2. The ability to plan and manage a purposeful, positive and supportive enrichment programme.


	· 
	
	Application/

Interview

	3. A creative and innovative approach to the development of an enrichment programme.


	· 
	
	Application/

Interview

	4. A knowledge of self-assessment and quality assurance methods


	· 
	
	Application/

Interview

	5. A knowledge of Health and Safety including risk assessments
	· 
	
	Application/

Interview

	6. The ability to develop systems to monitor, analyse and report on enrichment activities
	· 
	
	Application/

Interview

	7. Successful management of budget and resources
	· 
	
	Application/ Interview

	8. The ability to communicate well with a range of people, including students, colleagues and external organisations. 


	· 
	
	Application/

Interview

	9. An ability to build upon and further develop existing links with local/external providers.
	· 
	
	Application/

Interview

	10. A willingness to plan and deliver presentations to staff and students.
	· 
	
	Application/

Interview

	11. The ability to promote the College’s enrichment offer 


	· 
	
	Application/

Interview

	12. The ability to analyse data and evaluate the enrichment provision in order to take action to improve the programme.


	· 
	
	Application/

Interview

	13. Excellent organisational skills


	· 
	
	Application/

Interview

	14. An ability to undertake administrative tasks for the role
	· 
	
	Application/

Interview

	15. Proficient use of ICT 


	· 
	
	Application/

Interview

	16. A good knowledge/awareness of child protection/ safeguarding issues.


	· 
	
	Application/

Interview

	Personal Qualities



	1. Enthusiasm and a commitment to provide quality enrichment activities.


	· 
	
	Application/

Interview

	2. Self-motivation and high personal standards


	· 
	
	Application/

Interview

	3. An ability to work well as an individual and as a member of a team


	· 
	
	Application/

Interview



	4. A commitment to equal opportunities and awareness of the needs and sensitivities of students from a range of cultural backgrounds and/ or disabilities
	· 
	
	Interview



	5. Excellent communication and interpersonal skills


	· 
	
	Interview
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