BELFAST MODEL SCHOOL FOR GIRLS

JOB DESCRIPTION

POST TITLE:

Family Link Co-ordinator

LOCATION:


Belfast Model School for Girls

RESPONSIBLE TO:
Full Service/Extended School Co-ordinator

JOB PURPOSE:

Evaluated Executive Officer (p/s) 18-25)

To be co-ordinator of activities, events and programming to encourage parental involvement in their child’s education, therefore raising  xxxxxxxxx

MAIN DUTIES AND RESPONSIBILITIES:

· To develop relationships with parents and to act as a resource person to both

· To develop a drop-in-facility for parents which becomes a place to share information, get support and build relationships between parents.

· To offer parenting programmes especially around living with teenagers etc.

· To offer individual support to parents and refer to other support services.

· To encourage parents to get involved in the school.

· To develop transition projects.

· To develop projects which involve parents and young people together

· To liaise with bodies in the community and be aware of what is available for parents and young people.

· To play a leading role in the management of ‘Parents and Friends of Girls’ Model), including responsibility for all aspects of finance relating to the association.

· Operate requisitioning procedures including the ordering, purchasing, receiving, checking and storage of resources.  Monitor allocated budget within BELB financial guidelines.

· To provide regular reports in the monitoring and development of the programme to the relevant personnel 

Signature --------------------------------(Principal)

Date ------------------------

BELFAST EDUCATION AND LIBRARY BOARD

CATERING SERVICE

GENERIC JOB DESCRIPTION
Post Title

Sixth Form Study Supervisor (SCP + 13)


Location:

(Name of School)

Responsible to:
The School Principal

Job Purpose:



1.0 Pupil Supervision


1.1
Supervise senior pupils during their study periods and examinations as required and maintain a quiet academic environment in the school study/library.

1.2 Maintain and advise on mechanisms to improve the study environment for the pupils

1.3 Communicate with appropriate teaching staff regarding behaviour of                                                        pupils.

1.4
Inform appropriate teaching staff of absenteeism of pupils from study periods without permission.

1.5
Ensure pupils maintain a tidy work environment and report any damage..

2.
Administration

2.1
Operate manual and/or computerised information systems in connection with pupils. 

2.2
Complete and submit all returns/records as required.

2.3
Maintain stock of reference books in sixth form studies.

2.4
Assist in school administration, as required.

3.0
Other Studies

3.1
Participate in any relevant training as required. 

3.2 Implement all school policies and procedures.

3.3
Such other duties as may be assigned within the level of the post.

It is acknowledged that the contents of this generic job description are not subject to appeal.
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Post Holder
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Designated Line Manager



Date
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Principal





Date

