
 
 
 
 

 

  JOB DESCRIPTION 
 

Title of Post: Achievement Co-ordinator 
  
Salary: Teachers’ Pay Range according to qualifications and experience 

plus TLR1B £9662 
 
Effective From: September 2019 
 

 
1. JOB PURPOSE 

To assist the Headteacher in the leadership and management of teaching and learning in 
the school, to achieve the outcomes required by Government regulations and the school 
development/improvement plan adopted by the Governing Body.  The teacher will be 
required to take particular responsibility for pastoral care and guidance of all students in 
their Year. 
 

2. PROFESSIONAL DUTIES 

2.1  To undertake the duties and responsibilities of a classroom teacher as required by the 
Headteacher (see extract from School Teachers' Pay and Conditions Document). 

2.2  To fulfil the requirements of Plantsbrook's generic Achievement Co-ordinator job 
description, namely: 

 You must be an excellent classroom practitioner, able to lead your team to raise 
achievement in your year group 

 Providing a vision and sense of purpose 

 Providing an enthusiastic role-model 

 Leading a team of tutors and cultivating a spirit of caring partnership 

 Creating an ethos in the year group that is inclusive and positive, which values 
all pupils’ contributions and which is based on the principles of ‘success for 
everyone’ 

 Encouraging academic progress and identifying and acting on 
underachievement 

 Fulfilling school policies on Inclusion, equal opportunities, behaviour, 
assessment and reporting, rewards and sanctions, homework, attendance and 
punctuality, uniform and others, as agreed 

 Organising, co-ordinating and monitoring assessment, e.g. annual examinations, 
CATs tests, GCSEs and regular coursework grades in line with the School 
Assessment Policy Marking and Feedback Policy. 

 Liaising with parents and other outside agencies in a spirit of mutual trust and 
partnership. 

 

 



 Organising the transition of pupils at different stages of their development e.g. 
induction into Year 7 and the KS4 curriculum, work experience and careers 
guidance, preparation for GCSEs and Post-16 education. 

 Liaising with tutors and classroom teachers about student behaviour, monitoring 
this, providing student mentoring, counselling and support. 

 Liaising with Subject Leaders concerning the above and organising or providing 
support where necessary and agreed. 

 Working with the Leadership Group supporter and the pastoral team of 
Achievement Co-ordinators to develop further strategies for improving student 
achievement and behaviour. 

 Co-ordinating a personal social and health education programme for weekly 
tutorials. 

 
2.3 To lead, manage and develop the Year Group and make an impact on the 

educational progress of pupils other than the teacher's assigned classes or groups 
of pupils. 

 
2.4 To be involved with other professionals and develop networks. 

 
2.5 To exercise line management responsibility for members of your team and carry out 

performance management reviews following school policies and procedures. 

2.6 To have responsibility for promoting and safeguarding the welfare of children and 
young persons s/he is responsible for, or comes into contact with. 

 
3. LINE MANAGEMENT – RESPONSIBILITY TO AND FOR 
 
 Required by the School Teachers' Pay and Conditions Document to carry out the 

professional duties of a teacher under the reasonable direction of the Headteacher of the 
School and to report for the purposes of day to day management to a member of the 
Leadership Group, acting as a supporter. 

Responsible for the management, direction and supervision as appropriate of designated 
employees and other people as specified by the Headteacher. 

4. CONDITIONS OF EMPLOYMENT 

The above responsibilities are in accordance with the requirements of the Education Act 
2002 and Statutory Orders in terms of duties and working time (including those special 
provisions relating to the proportion of teaching time within working time for guaranteed 
time specifically for assessment, planning and preparation), also any local agreements, 
local authority circulars and guidelines giving interpretations of teachers' conditions of 
employment. 

5. SPECIAL CONDITIONS 

A teacher on the upper pay scale shall be highly competent in all elements of the 
Teachers’ Standards as specified in the School Teachers' Pay and Conditions 
Document.  In addition, the teacher’s achievements and contributions to the school are 
substantial and sustained 

The duties required of a teacher under this job description shall be such as require the 
exercise of a teacher's professional skills and judgement. 



 
6. PERFORMANCE MANAGEMENT 
Teachers on the Main, Upper and Unqualified Teachers’ pay ranges will have their salary 
reviewed annually in accordance with the Academy Trust Pay Policy.  To move up the Main 
pay range or the Unqualified teachers’ pay range one point at a time teachers will need to 
have made good progress towards their objectives, have shown they are competent in all 
elements of the Teachers’ Standards and teaching should be at least good as defined by 
OFSTED. 
 
If appropriate, for the postholder: 
UPR: 

 Any qualified teacher who is highly competent in all elements of the relevant standards 
and his/her achievements and contributions to the school are substantial and sustained, 
may apply to the Headteacher to be paid on the Upper Pay Range. 

 

 Highly competent in all elements of the relevant standards means teaching performance 
which consistently meets all elements of the Teachers’ Standards.  

 

 Substantial means a significant contribution to improving standards of teaching and 
learning for other staff, through sharing and disseminating knowledge and skills by 
coaching, mentoring, demonstrating and curriculum development activities. The purpose 
of the contribution is to help those teachers improve the outcome for pupils. However, 
the teacher providing the support should not routinely be held accountable for the 
learning of pupils in the classes taught by other teachers.  

 

 Sustained means maintaining these contributions over at least two years.  

7. REVIEW AND AMENDMENT 

This job description is normally subject to annual review.  It may be amended at the 
request of the Headteacher or the postholder but only after full consultation with the 
postholder. 

Job description issued, after consultation, by Ms T Campbell, Headteacher 
 



PERSON SPECIFICATION 
 
Professional Qualities 
You will: 

1. Be an excellent teacher and able to lead your team to raise achievement in your year 
group. 

2. Have good classroom management skills and be able to help other departmental 
colleagues if needed. 

3. Be committed to teamwork as a style of management, both within the department, Year 
group and within the school. 

4. See your subject as being part of a wider picture which includes the whole curriculum. 
5. Be committed to improving student achievement, including monitoring attainment, target 

setting and mentoring underachievers. 
6. Be an efficient administrator. 
7. Be committed to staff development and training, including performance management. 
8. Be committed to equal opportunities and success for everyone in a comprehensive 

school. 
9. Be committed to the concept of the school at the heart of the community. 
10. Be committed to safeguarding and promoting the welfare of children and young people. 
 
Personal Qualities 

You will: 
1. Enjoy working with young people and treat them with respect. 
2. Be able to motivate and inspire students. 
3. Be optimistic, enthusiastic and ‘generous of spirit’. 
4. Have a sense of proportion and humour. 
5. Be equally literate and numerate, including using ICT. 
6. Have the personality to deal with student discipline problems firmly and fairly. 

 

TO APPLY:  
If you would like to apply for the post, please complete the application form enclosed, 
together with other relevant information in support of your application.  
The application form and details are also available on our website: 
https://plantsbrookschool.co.uk/staff-vacancies-plantsbrook/ 
 
I look forward to reading your application.  If you are shortlisted for this post you will be 
contacted by telephone.   It is our practice, as part of the interview process, for interviewees 
to teach a 30 minute session, observed by a senior member of staff.   
 
Note: If you have not heard from the school within 2 weeks of the closing date, please 
assume that you have been unsuccessful in your application.   

Closing Date:  Friday 1 February 2019 
 

Plantsbrook Learning Trust is committed to safeguarding and promoting the welfare of children and 
young people and expects all staff and volunteers to share this commitment. 

 
Please note successful candidates for all Plantsbrook Learning Trust vacancies will be 
requested to apply for an Enhanced Disclosure from the Disclosure and Barring Service, 
although a criminal record will not necessarily be a bar to obtaining the position. 

 
Tracy Campbell 
Headteacher 

https://plantsbrookschool.co.uk/staff-vacancies-plantsbrook/

