ROYAL BOROUGH OF WINDSOR AND MAIDENHEAD

JOB ACCOUNTABILITIES

	Job Title:

Teacher  Cover Administrator


	Job number / Grade
ED???? / Scale 4

	Directorate :

Education


	Unit:

Schools

	
	

	JOB PURPOSE

	To manage all  teacher cover within the School. 




	SCOPE OF JOB (Budgetary/resource control, impact)

	Has contact with, teachers, Senior Leadership Team, Supply Teachers, Examinations Officer and support staff in the Education Directorate etc. 

Required to work outside of normal school hours, in particular early morning to action daily supply needs.

Will have access to confidential information, which must be dealt with discretely.

Effectively manage the school supply budget, of £xpa

Required to work independently with minimal supervision

Works under time pressures on a daily basis to organise cover for that day




	POSITION WITHIN UNIT STRUCTURE

	Reports to the member of SLT




	KNOWLEDGE, SKILLS & EXPERIENCE

	ICT literate and able to operate software at an intermediate/advanced level.

Sound communication skills.

Able to work well under pressure.

Flexible in approach to work

Sound attention to detail and organisational skills required.

	

	JOB ACCOUNTABILITIES

	Prepare and present the cover sheet for publication in the staff room by 8.30 am each morning.   

Develop and maintain the schools supply teacher list

Access the absence line each morning (possibly from home (staff are expected to report absence by 7.30am).to establish the cover requirement.

Contact and arrange supply teachers where necessary to cover unplanned absence Advising line manager in good time where cover unavailable

Act as the schools’ Liaison Officer  with Supply teachers in school to ensure that they are aware of our requirements and the schools operating arrangements including Health & Safety.

Manage planned absence cover arrangements and liase with Examinations Officer, SLT and Heads of Year to ensure that cover is planned where ever possible and that room changes are organised in advance. For example Insight into Industry, Handling the News, Year six days.

Record hours of work by supply staff, authorise and pass timesheets to Bursar’s Office on the first working day of the month or sooner if requested.

Develop and maintain the supply database and provide SLT with statistics on the amount of supply cover required and the use of supply teachers as and when needed.

Manage and monitor monthly a supply budget, ensuring that the Bursar/Headteacher are made aware of any budgetary issues In good time.

Perform duties in line with Health & Safety rules and to take remedial action where hazards are identified.  Where hazards are serious report to line manager immediately




Post holder's signature ___________  Name ______________ Date _______

Manager's signature _____________   Name ______________ Date _______
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