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JOB DESCRIPTION:  Service Learning Coordinator

LINE MANAGER:  Deputy Head (Service Learning)
SALARY:  Admin Scale 11 ED
JOB PURPOSE: 

To ensure all BISR students receive a varied and high quality service learning experience, that has a positive impact on the service learning partners we work with, through the delivery of a coordinated programme across primary and senior school. 

RECRUITMENT CRITERIA

· The role holder must have a minimum of 3 years working in a Learning Coordinator role (or equivalent);
· Experience of working within an educational establishment would be a significant advantage;
· Ability to effectively use ICT to support role;
· Computer literate;
· Excellent interpersonal skills;
· Good communication skills – Written and spoken
· Ability to work under pressure
· Patience

· Tolerance of frustration
· Self-motivated and initiative in abundance
· Understand the importance of confidentiality

KEY EXPECTATIONS

The Service Learning Coordinator is expected to:

Coordinate service learning programmes across the school

· Support the implementation of a broad service learning 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 service learning programme for all year groups.

Manage service learning programmes for Senior School

· Contribute to the planning, training and delivery of Senior School service learning activities, leading to a high quality outcome for students and partners.

· Lead the planning and management of service learning initiatives, including identifying appropriate partners, residential facilities and the hosting of visitors, guest speakers and other events.
· Guide all students in planning, implementing and managing student-initiated service learning programmes. 

· Plan and monitor the impact of BISR trips and funds, and ensure consistency with BISR guidelines.

· Work with the teacher responsible for embedding service learning into the Senior School curriculum; and to support the PSHE Coordinator as required. 

Communicate, coordinate and linkages

· Liaise with the Head of School and Heads of Senior and Primary School to ensure that all students and their parents are informed of the principles, objectives and benefits of service learning activities and related services.

· Provide content for the BISR website, Facebook page, yearbook and other media (as required) to inform the BISR community about service learning, and to promote service learning activities.

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 service learning activities at PTA events. 

Management and leadership
· Assist in the management of volunteers and staff who partake in the service learning 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 Service Learning programmes, including liaison with the PTA. External entities as required and relevant Service committees

Other relevant tasks
· Undertake such other tasks relevant to the duties of a Service Learning Coordinator 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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