

	Role Structure
	Role Details 

	Directorate:
	Children & Young People

	Grade:
	HC06

	Location:
	Plough Lane

	Responsible to:
	School Effectiveness Manager


Job Description

Job Role: School
Effectiveness Officer
Service: School Effectiveness
Team
	


Main purpose of the role

The Schools Effectiveness Service is an outward facing business function which aims to consult and provide
a ‘one stop shop’ for schools and educational establishments to access services (including specialist support solutions). To include advice, guidance and training opportunities to business professionals within schools, to support best practice and continued professional development. 

Accountable for the effective operation of the service. Supporting the development and maintenance of the systems, processes and protocols for the various services provided, ensuring our provision within education, learning and skills is used to the maximum effect to promote educational excellence.
	
To offer a wide range of high-quality and affordable professional support services to schools, academies and 
other educational settings within Herefordshire.

Support and enable the business function to drive and coordinate the development of new and enhanced 
services and packages of services. Prepare and broker ready packaged products through to bespoke services specifically designed for individual settings.

Engage, recommend and support partners and leads on the development for the range of services primarily 
offered to schools and academies. To achieve the best outcomes for children and young people.





	Key Duties and Responsibilities

	Frequency of Task

	· Develop and maintain relationships with and knowledge of individual  schools and Academies, providing a focal point for schools in new government initiatives such as the multi-academy trust process. Creating opportunities to build trusted and effective relationships with school leaders that will equip them to have the greatest impact on their communities, children and young people
	· Ongoing 

	· Support and enable the sale and marketing of our services for schools and academies in providing high level advice, guidance to educational settings whilst protecting the local authorities reputation. Providing high level advice, guidance and support to assist the education service providers in marketing their services and training opportunities
	· Ongoing 

	· Support the review, planning, monitoring and management of contract terms and conditions (SLA's) to protect services and the council’s business. By sourcing, organise and facilitate a wide variety of service level agreements and support activities for schools, academies and other educational settings to maximise income generation.
	· Ongoing 

	· Carry out an efficient and effective relationship management function between the council, schools and educational establishments.	
	· Ongoing 

	· Responsible for efficiency and effectiveness of the financial management of resource and Information systems to ensure smooth running and compliance for income and expenditure for all traded services. To ensure accurate charges are raised to Schools and Service Users to include the updating and maintenance of the finance systems in place.
	· Ongoing 

	· To initiate work to comply with the strategic outline identified by the Service Director for Education, Learning and Skills Directorate.
	· Ongoing 

	· Respond to enquiries from stakeholders which may be of a complex nature, ensuring that enquiries and/or complaints are dealt with by the appropriate staff.  This will include dealing with confidential and sensitive information.
	· Ongoing 

	· Provide support to schools with strong strategic business management and administration to assist in their key statutory duties and business arrangements.
	· Ongoing 

	· Participate in matters relating to the development of quality assurance systems and standards for all traded services across the Education, Learning and Skills Directorate.
	· Ongoing 

	· Provide a ‘one stop’ service function in offering advice, support via telephone and email for all services that are traded with schools, academies and other educational settings.
	· Ongoing 

	· Carry out visits to schools, settings and external providers to undertake site specific activities such as student work experience placement risk assessments, business continuity planning, and direct support to schools business managers.
	· Ongoing 

	· Manage work-related pressures from deadlines or interruptions and balance the conflicting demands of the job.
	· Ongoing 

	· Manage relationships and situations tactfully, sensitively, professionally and diplomatically.
	· Ongoing 

	· To support development mechanisms to monitor and improve data and delivery quality across the internal and external client landscape. Ensure the collection of information required to meet statutory, local and corporate reporting requirements.
	· Ongoing 

	· Analyse systems and data, identifying and forecasting service performance trends within traded services. Making provision regular, high quality accurate information which provides management information to assist growth and performance improvement for the service area.	
	· Ongoing 

	· To extract, collect, collate, prepare and present numerical and other data in both tabular and graphical form for planning, performance management, quality assurance and benchmarking purposes by using internal systems such as the Hoople Portal and Education Learning Management Systems.
	· Ongoing 

	· To ensure that prompt and accurate payments are made to creditors and Schools in accordance with agreed contracts and financial regulations. Run the export procedure from the internal systems for high value transactions and to promote Schools, Colleges and Early Years settings to purchase traded services.
	· Ongoing 

	· Coordinate and monitor charging to ensure that purchases reflect service usage.
	· Ongoing 

	· Extract accurate information from the Learning Management system and prepare information for report writing or presenting at various areas  across the Council.
	· Ongoing 

	· Use the Hoople Portal, Learning Management  and education data systems to promote council services by developing and maintain a Communication and Resource page.
	· Ongoing 

	· To provide support and challenge where needed to ensuring that the council’s services and training offer for education customers represents a cohesive package that provides quality and best value for schools, which supports learning, school improvement and performance within Herefordshire schools and academies.
	· Ongoing 

	· Responsible for the efficiency of the CPD online programme for schools, academies and other educational settings. Source, advertise, promote and provide a booking system for a variety of training courses and programmes.
	· Ongoing 

	· Actively negotiate with training providers and stakeholders on quality and costs to ensure best value is achieved.
	· Ongoing 

	· Support and partake in the production of high-quality training materials and manuals
	· Ongoing 

	· Assist the School Effectiveness Manager with training stakeholders in using the system by Microsoft Teams and face to face. This will include attending training events local and nationally.
	· Ongoing 

	· Provide advice to the Education, Learning and Skills teams regarding system set up and timescales. Support and partake in the creation of the business function to drive and coordinate the development of new and enhanced services and packages of services.
	· Ongoing 

	· Produce and promote professional marketing materials, newsletters and articles. Identifying services to promote at particular events.
	· Ongoing 

	· Responsible for the development, business planning and budget for learning events and student work experience placements which includes site visits face to face meetings with external providers, Schools, Colleges and Early Years Settings. e.g. to carry out work place risk assessments, plan large scale strategic conferences and carry out essential training such as safe use of chemicals, outdoor trips and visits etc.	
	· Ongoing 

	· Provide support for strengthening links to school governance and enhance and develop the service and provision currently available to school governors and clerks to governing bodies.
	· Ongoing 

	· Provide advice and support in relation to statutory school governing bodies and build effective working relationships with Chairs of Governors, Head Teachers, Governors, Clerks, Officers across Education and other Council Directorates and wider stakeholders.
	· Ongoing 

	· Assist with the planning and implementation of proposed service area developments and to contribute to the overall service plan for the School Effectiveness Team.
	· Ongoing 

	· Deputise for School Effectiveness Manager to answer more complex queries and deal with complaints.
	· Ongoing 

	· Undertake such additional duties as are reasonably commensurate with the level of this post.
	· Ongoing 
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Person Specification


	Requirements
	Essential or   Desirable
	Identified by

A – Application I – Interview

	Qualifications and Training

	· Good standard of education, including at least GCSE or equivalent in English and Maths
	Essential
	A, I

	· Knowledge of a variety of technology solutions and proficiency in Microsoft Office, including significant expertise in MS Word, Excel, PowerPoint and Outlook
	Essential
	A, I

	· Able to show a commitment to own learning and continuous professional development
	Essential
	A, I

	Experience & Knowledge

	· Experience of developing effective working relationships
	Essential
	A, I

	· Experience of using a variety of software including databases
	Essential
	A, I

	· Experience of working under pressure with conflicting demands
	Essential
	A, I

	· Experience of working with schools or in an education environment
	Essential
	A, I

	· Experience of working in a council department
	Essential
	A, I

	· Experience of customer service
	Essential
	A, I

	· Experience of financial systems
	Essential
	A, I

	· Experience of working in a fast-paced environment

	Essential
	A, I

	· Experience of marketing activities
	Essential
	A, I

	Skills and Abilities

	· Highly developed business administration skills
	Essential
	A, I

	· Excellent IT skills such as Excel, Word, Powerpoint and use of databases
	Essential
	A, I

	· Strong organisation and co-ordination skills and ability to organise information and data
	Essential
	A, I

	· Ability to communicate effectively, both orally and in writing, with various audiences
	Essential
	A, I

	· Ability to work on your own initiative (including remotely where applicable)
	Essential
	A, I

	· Able to be pro-active and innovative to provide solutions to stakeholders
	Essential
	A, I

	· Knowledge of the structure of Schools, Colleges and Early Years Settings in Herefordshire
	Essential
	A, I

	· Knowledge of the Local Authority procedures
	Essential
	A, I

	· Commercial Awareness
	
	Essential
	A, I

	· Financial Skills
	Essential
	A, I

	· Knowledge of the Hoople Portal
	Essential
	A, I

	Other Factors

	· Willingness to work outside office hours when required
	Essential
	A, I

	· Be prepared to attend meetings and training events outside normal working hours
	Essential
	A, I

	· Ability to travel independently
	Essential
	A, I

	· Commitment to council’s ethos of equality and inclusion
	Essential
	A, I







All council staff have a duty to promote the welfare of children, young people, and adults with care and support needs at risk of abuse and neglect who cannot take steps to protect themselves. Ensuring you attend mandated safeguarding children and safeguarding adults training to enable you to recognise the concerning behavior, know how to talk about it, and consent/duty to share information effectively. You will also learn about the legalities and procedures the social care staff can take.

Our Values and Behaviours

The council’s THRIVE core values are our guiding principles and beliefs that shape our culture and behaviour within the council. ​They help us to achieve our Council Plan vision “do our best for Herefordshire” acting as our DNA and the “way that we do things around here”.  We expect all colleagues to act as a role model by living our values and setting an example for others.  ​Our values strive to promote a thriving workforce by fostering a culture of trust, being honest and responsible, inclusive, valuing people and resources and leading with empathy. 

Trust - Developing and maintaining relationships based on a culture of transparency and open communication. Supported by integrity and the confidence that you are reliable and fulfil commitments.
Honesty - Demonstrating truthfulness, integrity, and transparency in all communications, decisions, and relationships. Being trustworthy, reliable, and accountable for your actions. Acting with sincerity and fairness, even in challenging situations.
Responsibility - Taking ownership of individual and collective actions, decisions, and delivering on commitments. Being reliable, fulfilling obligations and being accountable for outcomes and results. Proactively contributing to the achievement of your own, the team and council goals.
Inclusivity - Embracing diversity, equity and inclusion by recognising and valuing the unique perspectives, backgrounds and experiences of our staff, customers and residents. Creating an environment where every individual is valued, respected and can belong.
Value - Upholding high standards, ethics and integrity to guide our actions and decisions. Demonstrating commitment to creating and delivering value in our work by recognising and appreciating each other, our resources, processes, customers, community and environment.
Empathy - Demonstrating a genuine and caring understanding of others' feelings, perspectives, and experiences. Listening attentively, acting with compassion, supporting with respect and kindness and considering the impact of our actions on others.
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