MORAY COUNCIL

JOB DESCRIPTION

	(1) JOB IDENTITY

	

	POST TITLE:  
	Active Schools Coordinator
	DEPARTMENT:  
	Education, Housing & Communities

	

	SECTION:
	Sport and Leisure
	LOCATION:   
	

	

	REPORT TO:  
	Principal Active Schools & Community Sports Officer

	

	GRADE:
	8
	POST NO:
	MOR11664

	


	(2) JOB PURPOSE AND WAY OF WORKING

	

	The fundamental aim of the Active Schools Network is to provide children and young people the opportunities to adopt active healthy lifestyles, now and into adulthood. 
 
Active Schools Managers and Co-ordinators are responsible for developing an infrastructure to recruit, support and sustain a network of volunteers, coaches, leaders and teachers who in turn deliver physical activity and sport before, during and after school and in the wider community.



	


	(3) MAJOR TASKS

	
	

	3.1
	Build a sustainable volunteer network for Active Schools within the school and wider community.

	
	

	3.2
	Provide opportunities for all children to participate in physical activity and sport and enable creation of pathways from the schools to the wider community.

	
	

	3.3
	Increase participation amongst “hard to reach groups” by adopting a targeted approach.

	
	

	3.4
	Ensure the effective integration, planning, management and delivery of Active Schools.

	
	

	
	


	(4)  REPORTING RELATIONSHIPS   (This job is indicated by *)

	

	Principal Active Schools and Community Sports Officer

	
	

	
	

	Active Schools Co-ordinator *
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	(5) DUTIES TYPICALLY INCLUDE

	
	

	5.1
	Build a sustainable volunteer network for Active Schools within the school and the wider community (25%):

	
	

	5.1.1
	Assess the future volunteering needs/requirements of Active Schools.

	
	

	5.1.2
	Retain the number of effective volunteers actively engaged in Active Schools and identify progression pathways for interested volunteers.

	
	

	5.1.3
	Increase the number of effective volunteers actively engaged in delivering quality Active Schools sessions.

	
	

	5.1.4
	Develop a network of support volunteers to undertake new roles complementing those of activity volunteers (e.g. sports administration).

	
	

	5.1.5
	Enhance the skills and confidence of all volunteers through provision of training and support.

	
	

	5.1.6
	Ensure a safe volunteering environment is provided.

	
	

	5.1.7
	Develop and support leadership skills for young people in physical activity and sport.

	
	

	5.1.8
	Ensure all volunteers are disclosure checked.

	
	

	5.2
	Provide opportunities for all children to participate in physical activity and sport and enable creation of pathways from the school to the wider community (30%):

	
	

	5.2.1
	Liaise with schools to assist in providing support to early years (up to P3) through the provision of resources or training.

	
	

	5.2.2
	Identify and address drop off in participation at transition stages.

	
	

	5.2.3
	Work with Scottish Disability Sport, SGBs, sports development professionals, local sports councils and sporting organisations to support integrated sport specific pathway plans.

	
	

	5.2.4
	Integrate planning between Active Schools and key partners to maximise resources and improve the physical activity pathway from school to the wider community.

	
	

	5.2.5
	Coordinate and develop extended curricular opportunities for physical activity and sport in the school and the wider community.

	
	

	5.2.6
	Recruit and support coaches, leaders and volunteers and ensure ongoing training opportunities.

	
	

	5.3
	Increase participation amongst “hard to reach groups” by adopting a targeted approach (25%):

	
	

	5.3.1
	Identify and develop an understanding of the needs of children and young people in relation to sport and physical activity from the following groups:

· Inactive girls and young women

· BME children and young people (dependant on local demographics)
· Children and young people in communities where socio-economic disadvantage is prevalent in relation to sport and physical activity (dependant on local demographics)
· Children and young people who do not currently participate in physical activity and sport

· Children and young people with a disability

	
	

	5.3.2
	Adopt a targeted approach to engage the above groups to take part in physical activity and sport and implement a schedule of activities to address the needs identified.

	
	

	5.3.3
	Aid transition across school stages to maintain physical activity levels and interest in sport amongst children and young people from “hard to reach groups”.

	
	

	5.3.4
	Build links with partner agencies and the local community to develop an understanding of the needs of children and young people from “hard to reach groups”.

	
	

	5.3.5
	Consult with the inactive children and young people on the activities they want to participate in and provide a wide range of physical activity and sport opportunities.

	
	

	5.4
	Ensure the effective integration, planning, management and delivery of Active Schools (20%):

	
	

	5.4.1
	Contribute to the development, implementation and monitoring of the Active Schools Annual Action Plan (using both national and local monitoring data).

	
	

	5.4.2
	Work closely with school senior management team(s) and all relevant departments to ensure the aims and outcomes of Active Schools are delivered.

	
	

	5.4.3
	Ensure an effective reporting and communication process at both operational and strategic level is in place for Active Schools within their locality.

	
	

	5.4.4
	By taking an evidence based approach to planning (using both national and local monitoring data), produce and monitor joint cluster plans and work to have this reflected within School Development Plans.

	
	

	5.4.5
	Source additional funding opportunities to further enhance Active Schools and manage and allocate an operational budget to an agreed Active Schools Annual Action Plan.

	
	

	5.4.6
	Ensure Active Schools has a high profile within the school and community in accordance with the Active Schools Style Guide.

	
	

	5.4.7
	Attend national and regional Active Schools training sessions, networking days and conferences, sharing best practice at these events and through the Active Schools Network Community website.

	
	

	The above is intended to provide a clear but concise statement of the MAJOR TASKS and ACTIVITIES of the job.  It is not an exhaustive list of all its detailed duties.


MORAY COUNCIL

PERSON SPECIFICATION
	POST:

	Active Schools Co-ordinator

	DEPARTMENT:   
	Education, Housing & Communities

	DATE SPECIFICATION COMPLETED:
	April 2022

	PREPARED BY:
	


Note:  Any disabled applicant who meets the essential criteria for the post is guaranteed an interview.

	ATTRIBUTES
	ESSENTIAL

The minimum acceptable levels for safe and effective job performance
	DESIRABLE

The attributes of the ideal candidate

	(1)  Experience
	Clearly demonstrate knowledge and understanding of the aims of the Active Schools Network.
Extensive experience of engaging with children and young people through sport and physical activity in education, sport, health, community, leisure and/or recreation industries.
Proven project management experience.


	· Experience of the primary and secondary curriculum and working in a school environment.
· Experience of physical activity planning and knowledge of strategic sports development planning.
· Knowledge of financial management.

· Experience of working with children with additional support needs.


	(2)  Education & qualifications *
	A Degree in a relevant discipline.
Evidence of continuing professional development.
	· Membership of a relevant professional organisation.


	(3)  Skills/abilities (general)
	The ability to engage with key partners and maintain positive working relationships.
Effective communication skills, both written and verbal.

Effective organisational skills.
Ability to meet deadlines and work on own initiative.

Self confidence.
	

	(4)  Skills/abilities (specific to the post)
	Confident in using Word, Excel and PowerPoint.
You will be expected to travel efficiently and effectively between various work locations within Moray to meet the operational requirements of the Service.  Due to the rural nature of Moray, this is normally undertaken by use of a car / van.
	· Ability to co-ordinate and bring together all elements of Active Schools work.



	(5)  Inter-personal and social skills
	Possess personal motivation, which inspires a strong commitment to working towards the concept of Active Schools.
Understanding of the importance and ability to work as an effective team member.

Highly motivated with the ability to motivate others.

Effective interpersonal skills including presentation, influencing and negotiation skills.

Ability to build trust and devolve responsibility and resources to partners/colleagues.

Clear understanding of the benefits that physical activity and sport can bring to all.
Resilient and able to deal confidently with difficult challenges.

Value and promote equality and diversity within Active Schools and with partners.

Willingness to accept direction/delegation.


	

	(6)  Working environment & physical demands
	Ability to work flexibly to meet the needs and demands of the service.

Ability to work in an open plan office.

Ability to work in different offices dependent on service requirements.
	


* Candidates will be required to show these documents if invited for interview.

Satisfactory Disclosure Scotland check required?





YES / NO
Membership of Protecting Vulnerable Groups Scheme (Working with Children)

YES / NO
Membership of Protecting Vulnerable Groups Scheme (Working with Vulnerable Adults)
YES / NO
Satisfactory pre-employment medical screening required?




YES / NO

