COPLESTON HIGH SCHOOL
JOB DESCRIPTION

POST:		COVER MANAGER

GRADE:		5 

LINE MANAGER:		Vice Principal (responsible for Teaching and Learning)

RESPONSIBLE FOR:		Leadership of cover/staff absence and cover team

JOB PURPOSE:	The Cover Manager is responsible for the daily management, administration and delivery of covering absent teachers to ensure that they are accomplished in an effective and efficient manner and within policy / procedural guidelines.
LEVEL DESCRIPTION
All duties will be carried out within recognised procedures or guidelines.  The post holder will need to have a good knowledge of a range of organisation policies and procedures.
May include ad hoc duties, which require initiative.
The post holder will undertake a range of tasks, which require theoretical, practical and procedural knowledge across a technical or specialist area or in an equivalent level of organisational, procedural and policy knowledge.
The post holder will be expected to respond independently to unanticipated problems and situations.
The job requires analytical and/or creative and development skills to analyse and interpret complex information or situations and to solve difficult problems or develop solutions or plans over the medium term (several months, up to a year).
Exchanges complicated or sensitive information orally or in writing with a range of audiences.
Demonstrate sensitivity and tact in contentious situations.
The post holder will organise own workload and will have direct responsibility for the supervision, co-ordination, direction or training of other employees.
Manager is available for overall direction of work and advice and guidance on serious problems.

Key responsibilities and objectives of the job
To ensure the smooth day to day running of the cover team.
To receive information regarding staff absence and record accurately. 
To work closely with relevant members of the Leadership Team to ensure that administrative cover is carried out in an efficient and timely manner.
To maintain a flexible approach to service delivery.
Work with Heads of Department to ensure cover if effective 
To aid and support to cover staff to enhance their development.
To Line Manage cover staff to support the school allocated workloads as needed.
To support with cover for a minimum of 2 hours per day
To develop and maintain accurate information within the school’s data management systems and other electronic / manual filing systems.
To work closely with other members of the wider support staff team to support the smooth running of the school.
To establish practices to track absences relating to trips and CPD to ensure that the school is able to function effectively. 
Support the Vice Principal in their responsible for the cover budget and ensure it is kept on budget.
To provide administrative support to members of the Senior Leadership Team
Other reasonable duties as required by your line manager.

General responsibilities and objectives

· To keep up to date with all the policies and procedures of the as they impact on this post or as they impact on all employment matters.
· To respect and actively promote equality of opportunity in line with the policy of the school.
· To respect support and actively promote the vision and ethos of the school.  To act as a positive representative of and ambassador for the Trust in its contacts with outside bodies and organisation.
· To cover for absent colleagues as requested by the line manager within the areas of the post’s remit and if required beyond.
· To undertake any other duties as required within the grading and remit of the post and to actively assist to cover staff sickness or other absences as required by the line manager.

This job description sets out the major duties associated with the stated purpose of the post. It is assumed that other duties of a similar nature/level undertaken within the school are not excluded because they are not itemised.

The duties of this post could vary from time to time as a result of organisational changes, new legislation, changes in technology or policy changes; appropriate training may be given to enable the post-holder to undertake this new/varied work.
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PERSON SPECIFICATION

	Criteria
	Essential 
	Desirable
	How Identified and Assessed

AP  Application
AS  Assessment
I      Interview
P     Presentation
R     Reference

	Education / qualification and training

	
	
	

	NVQ Level 2 or preferably Level 3 or equivalent qualification
Further Education qualification in secretarial skills / administration
Commitment to continuing professional development
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	Experience
	
	
	

	Line management of others
Experience of performance management of direct reports
Experience in training staff
Experience of working in a busy role where keeping cool under pressure of work is the norm
Use of IT systems an integral part of previous roles
Experience of working to strict deadlines, self-prioritisation and delegation of workload peaks and troughs
Experience of working in administration in an education setting – preferably in large school environment
Experience of organising staff / students or other service users with a firm and empathetic manner
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	Personal characteristics / other requirements
	
	
	

	Advanced – expert user of Microsoft Office suite
Experience of using SIMS or similar data management system
Budget management
Time management and prioritisation skills
A skilled organiser who enjoys being considered well organised with strong attention to detail and a commitment to high quality accurate work
Dealing carefully and professionally with colleagues at a senior level
Ability to manage resources and resolve administrative problems
Ability to devise, apply and introduce new administrative systems
Measure performance outputs of direct reports; and deal effectively with under performance
Ability to build and maintain effective collaborative relationships
Ability to assist other colleagues and understand working methods, systems and the sense of satisfaction from helping others at work
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Signature ……………………………………………………………………………		Date ………………………
			



Signature ……………………………………………………………………………	Date ………………………
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