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JOB DESCRIPTION:  Extra Curricular Coordinator  
LINE MANAGER:  Deputy Head – Primary Naim Shabir
SALARY:  Admin Scale 11 ED
JOB PURPOSE: 

To ensure all BISR students receive a varied and high quality extra-curricular experience.

To work closely with colleagues in the development and maintenance of the school’s extra-curricular programme. 
To be responsible for the coordination of extra-curricular activities and for reviewing their suitability and effectiveness. 
To be responsible for the full administration of the extra-curricular activities and to support the house coordinator role as required.
RECRUITMENT CRITERIA

· Passionate about developing students through the extra-curricular programme
· Passionate about making the extra-curricular programme an outstanding aspect of life at BISR
· Excellent interpersonal skills: an excellent and effective communicator with students, staff and parents and with good written communication skills 
· Able to inspire, lead and support others

· Committed, hardworking and enthusiastic
· Well organised and efficient, with the ability to deal with fluctuating high peaks in workload. 
· Relevant experience of working in an Administrative/ Coordinator role (or equivalent);
· Experience of working within an educational establishment would be a significant advantage;
· Ability to effectively use ICT as the extra-curricular activities are managed through varied ICT systems.
· Ability to work under pressure, patience and tolerance of frustration
· High levels of integrity to ensure confidentiality is maintained 
· An ability to work flexibly to ensure all extra-curricular needs are met. 
KEY EXPECTATIONS

The Extra Curricular Coordinator is expected to:

· Organise, publicise and manage the extra-curricular opportunities across the school and the sports programme in liaison with the relevant Heads of area – PE, Music, DH recreational.
· Ensure robust quality control for extra-curricular clubs is in place within the school.

· Monitor the progress of students in all extra-curricular activities through close liaison with staff, parents and any external agencies used.
· Administration of the extra-curricular activities and liaison between all of the extra-curricular activities.
· To ensure all documentation and records associated to the extra-curricular activities are completed, recorded and maintained on the relevant systems (e.g. SharePoint, MS Excel, MyCHQ).
· To provide regular reports regarding student participation in the extra-curricular programme.
Assist teachers in terms of:

· Indicating which areas are required in terms of staff involvement and ensuring all staff do their allocation of clubs

· Managing the club programme on a day-to-day basis ensuring efficient use of staff and resources.

· Monitoring of extra-curricular activities, pupil attendance and pupil achievement in the clubs
· Developing a more thorough recording system for progress and participation in extra-curricular activities.
· Promote a positive profile of the School vision to staff, pupils, parents and the wider community.
· Liaison with the ICT/Data Teams to set up an online student/parent sign up system.
· Liaison with the ICT/Data Teams on the management of extra-curricular areas of the website.
· Organise the communication of extra-curricular activities to students and parents ensuring that they are aware and take part in opportunities offered by the School.
· Encourage a two-way dialogue with School staff and parents to ensure that all clubs and opportunities are as fully attended, enjoyed and inspiring as they possibly could be.
Identify and coordinate Extra-Curricular activities across the school

· To identify, implement and coordinate a broad extra-curricular programme across the school, giving opportunity for each participant to be involved in varied, challenging and meaningful activities.

· Work with both the Primary and Senior school to support the delivery of a rewarding extra- curricular programme for all year groups.

Communicate, coordinate and linkages

· Liaise with the Heads in Senior and Primary School to ensure that all students and their parents are informed of the principles, objectives and benefits of extra-curricular activities
.
· Provide content for the BISR website, Facebook page, yearbook and other media (as required) to inform the BISR community about extra-curricular activities, and to promote extra-curricular activities.
· Co-ordinate with external providers in Riyadh to broaden the extra-curricular programme. 
Coordination of fundraising activities and events

· Assist in the organization of appropriate calendared events, and support the various relevant fundraising efforts throughout the year.
· Work with the PTA to ensure the smooth running of extra-curricular activities at PTA events. 

Management and leadership
· Assist in the management of volunteers and staff who partake in the extra-curricular activities of the School.

· Work within and monitor available funds and associated resources, and to forecast and recommend future budgetary needs.

· Ensure that fundraising is sufficient to cover the envisaged extra-curricular programmes, including liaison with the PTA and external entities as required.
Other relevant tasks
· Undertake such other tasks relevant to the duties of an Extra-curricular Co-ordinator that may be assigned from time to time.

KEY EXPECTATIONS

All staff are expected to:

· Be aware of and committed to the mission, vision, values and all associated school policies 

· Take an active role in the development and implementation of school policies and in the whole life of the School

· Ensure that there are equal opportunities for all

· Follow school procedures as outlined in the staff handbook
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