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Welcome to Kingsbridge Community College and Teaching Schools South West 
 

Background Information 

 

Kingsbridge Community College was designated a Teaching School in 2011 – South West TSA - and 

has expanded to become one of the largest in the region. In 2018, Teaching Schools South West 
was set up as a partnership between South West TSA, Dartmoor TSA and Exeter Consortium TSA 

- committed to ensuring that we provide outstanding services that make real, lasting, differences to 

schools and their wider communities. Underpinning all activity is the belief that every school should 

have access to the training, support and resources they need to achieve their ambitions, regardless 

of area they serve or the stage of their improvement journey. And we also believe this should be 

affordable, with as much money as possible being kept in the school system. 

 

By sharing we can offer schools more 

 

 By working together our resources go further: We can cut down on duplication, save time 

on planning which enables us to bring down costs and spend more time working with schools.  

 

 By pooling our expertise, we can support more schools. No school should be left behind. 

 

 By standing together, we can push for better arrangements for schools and push back against 

unhelpful interference in education.  

 

In 2020 we are looking to expand Teaching Schools South West. Firstly, we have successfully applied 

to become a Department for Education Teaching School Hub (part of the Test and Learn Phase). This 

will enable us to access larger central funding for a three-year period and take on new roles such as 

the DfE School Improvement Offer. Secondly, we are seeking to expand the partnership with new 

TSAs from the region joining Teaching Schools South West. This will increase the services we can 

offer and the number of schools in the reach of the partnership.  

 

The role of Project Coordinator is focussed on the growing Teaching Schools South West, and the 

postholder will be employed by and based at Kingsbridge Community College (KCC).  Kingsbridge 
caters for over 1400 students aged 11 to 18 drawn from the South Hams and surrounding area.  

KCC is an academy and a member of Education South West (Multi-Academy Trust). 

 

The post holder will also be expected to attend participating schools, conferences, workshops and 

training events throughout Devon and occasionally further afield.  For this reason the nature of the 

work is flexible, with a mixture of office and remote working according to need and a full UK driving 

licence is essential. 

 
 

The School Staff 

 

There are over 100 staff employed at KCC, within a range of full-time or part-time, permanent, fixed 

term or casual contracts.  Teaching or support, all roles are deemed equally vital for the smooth and 

effective running of the college. 

 

Many of our staff are parents/carers of children attending KCC or at other local schools and we 

endeavour to follow family friendly policies for our staff whilst balancing the need to fulfil the role. 
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Job Description 

 

Job Title: Project Coordinator 

 

Equivalent of five days per week, based on 30 hours per week, usually 9.00am to 3.30pm (including 30 

minutes for an unpaid lunch break).  The post is fixed term for one year with an option for the College 

to extend this for a further two years and potentially beyond. 

 

Term time only, 38 working weeks per year, paid over 12 months. The post holder is not expected 

to take time off during term-time other than for exceptional circumstances.  

 

Annual salary based on grade D point 7, currently £19,554 annum (pro-rata). 

  

Job Purpose 

 

Teaching Schools South West carries out a range of services for schools in Devon, Plymouth and 

Torbay. These include running training events for teachers, leaders and school staff; providing 

support for schools that are graded Requires Improvement or Inadequate; supporting the 

recruitment of new trainees and strategies to support retention of the existing teachers.  

 

The postholder provides the Teaching Schools South West Director with the project management, 

communication and administrative support required to successfully implement these activities. 
 

Duties 

 

Communications: 

 Develop and share marketing communications and materials to promote courses and share 

information about new TSSW/TSH flyers, Twitter content, website content, targeted emails etc. 

 Maintain the TSSW website and provide content for delivery partners’ professional development 
online portals 

 Organise TSSW newsletter and produce occasional items for the college magazine 

 Manage the TSSW Twitter account 

 

Project Management: 

 Co-ordinate TSSW courses and events 

 Co-ordinate the delivery of DfE School Improvement Offer and other school improvement 

services 

 Co-ordinate the delivery of ITT-related projects  

 

Administration: 

 Edit and proof-read correspondence, reports and publications 

 Organise meetings of the Strategic Leadership Group and Operational Leadership Group, 

preparing agendas, papers and taking minutes.  

 Photocopy course materials, prepare and distribute materials 

 Organise venue and hospitality arrangements 

 Manage the TSSW ordering process (materials for courses, guidance reports, etc) 

 Work with Kingsbridge Community College Finance Team to ensure course/event financial 

transactions are processed correctly, e.g.: invoicing of delegates, paying venues etc 
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 Prepare Department for Education and other key grant returns through preparation of financial 

and other data reports as required  

 Co-ordinate DfE Annex G Returns by preparing account statements and sharing these with 

accountants in line with DfE requirements  

 Support data collection for DfE Delivery Plan and KPIs and returns as required 

 Maintain the newsletter database with contact details for people subscribing to the monthly 
newsletter 

 Develop relationships with other staff in the TSSW, partner TSAs, partner MATs, schools and 

organisations 

 

Supervision received: 

The post holder is line managed by the Teaching School South West Director.  However, on a day 

to day basis, the postholder will be expected to work under their own initiative with minimum 

supervision. 

 

Supervision given: 

The postholder has no supervision responsibilities. 

 

Person Specification 

 Background in project management and administration 

 Good literacy and numeracy skills 

 Good ICT skills including the use of Microsoft Office software packages are essential 

 Strong inter-personal skills are essential, with the demonstrable ability to interact with other 

professionals in a friendly, confident and supportive manner at all times 

 Ability to work comfortably in school environments, in and around students of all ages, with an 

interest to improve their school experience and enjoyment of learning 

 Knowledge of school administration is not essential as training will be provided. 

 

The Application Process 

 

If you are interested in applying for this post, please complete an Application Form (found online 

at www.educationsouthwest.org.uk/ recruitment).  Completed application forms should be sent by 

email to Emma McQuitty, PA to the CEO and Principal, at 

emma.mcquitty@educationsouthwest.org.uk. 

 

If invited to attend an interview, you will be asked to bring supporting documentation to verify your 

identity and to comply with the requirements of the Disclosure Barring Service in ensuring the 

safeguarding of children. 

 

Closing deadline: 9.00am Friday 17th January 2020.  Interviews for selected candidates 

will be scheduled in the w/c Monday 20th January 2020. 

 

Thank you for your interest in working at Kingsbridge Community College and 

Teaching Schools South West. 

http://www.educationsouthwest.org.uk/%20recruitment

