
JOB DESCRIPTION

	Post Title:
	Trips & Events Co-Ordinator

	Purpose:
	· To actively contribute to the development and promotion of an image which accords itself with the Academy’s vision
· Have ownership and responsibility for all aspects of trips & events within the Academy and be an active member of the Administration team.

	Liaising with:
	Principal, SLT, Administration Manager, Facilities Manager, Catering Manager Teaching and Support staff and other external agencies 

	Working time:


	Full time, 37 hours per week all year round – flexibility required as you will be required to cover events outside of normal school hours.

	Salary:
	NJC13 £24,947

	MAIN (Core) DUTIES

	Service provision
	· Trips and events – ensure that risks assessments are complete by liaising with Facilities Manager and trip organiser, appropriate staffing is arranged, effective communication with all those involved and that all the details are in the Academy calendar

· Manage school minibus booking system

· Ownership of trip management which will include:

1. Drafting/sending letters & permission slips

2. Booking travel/accommodation/session/visit

3. Management of money/deposits through wisepay & cash on student services

4. Copy passports & create travel packs for overseas visits
· Organise parents evenings/induction days, open evenings and results days making sure that the event is communicated to parents ad key stakeholders, is publicised on social media platforms and that interview slots for parents are arranged with adequate breaks for SLT/Staff involved where necessary

· Liaise with marketing team in relation to social media & website information

· Organise the immunisation programme for students in liaison with Local Health Authority, School Nurses, Administration Manager and in communication with Student Services ensuring that rooms are booked, communication and consent forms are sent to parents

· Liaise with Catering Manager to ensure that any hospitality and refreshments for events & trips are arranged as and when required ensuring all dietary requirements are met
· Ownership of central Academy stationery resources including stock taking, ordering and distribution to staff/departments

· Ensure that the Principal is informed of all issues as and when they arise including when a matter has been resolved.

	Quality Assurance:
	· To implement Academy quality assurance policy and a whole Academy approach to self-assessment 



	Communications:
	· To communicate and consult with other staff
· Where appropriate, to communicate and co-operate with internal/external individuals and bodies as appropriate
· To follow agreed policies for communications within the Academy

	Marketing:
	· To ensure the promotion of a welcoming environment to students, visitors and callers.



	Safeguarding & 

Health and Safety
	· Be committed to the safeguarding and promotion of the welfare of children and young people

· Comply with the policies and procedures relating to child protection, health and safety, security, confidentiality and data protection, equal opportunities, reporting all concerns to an appropriate person

· Ensure that Health and safety regulations are complied with, especially aspects of code of conduct when dealing with vulnerable students


	Corporate Responsibility:
	· Develop an office team that delivers and meets the needs of the school

· Ensure that all staff within the Department create a professional and welcoming reception for all visitors and parents and all visitor checks and health and safety processes are in place to monitor entry in and out of the building

· To actively promote the Academy's corporate policies, e.g. Health & Safety Policy and Equal Opportunities, etc.

	Training:
	· To continue one's own personal development in relevant areas and by completing all necessary training including mandatory courses on TES Develop

	OTHER SPECIFIC DUTIES

To carry out the duties in the most effective, efficient and economic manner available.
To support the Academy mission statement and ethos

To support the Support services development plan

To undertake any other task that is within the skill level and capability.

This job description is current at the date shown but, in consultation with you, may be changed by the Principal, to reflect or anticipate changes in the job commensurate with the salary and job title.
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