Kent County Council

Job Description: SMILE Manager 
	School:
	Whitfield Aspen School

	Grade:
	Kent Range 6

	Responsible to:
	Line Manager


Purpose of the Job:

To manage the SMILE Centre and provide effective support to the District schools and settings as part of the Dover Specialist Teaching and Learning Service (STLS) Team.
Key duties and responsibilities:

1. Support the development of an effective SEN training programme to meet the needs of Dover District Schools and settings by liaising with SENCo’s, Headteachers, neighbouring district STLS teams and Dover STLS team. 

2. Co-ordinate bespoke training requests from schools, settings and other organisations liaising with STLS and ensuring that records are kept of the training delivered and invoices are raised. 

3. Flexible working is required to meet the training needs of the centre.
4. Attend and, if required, take notes at relevant District meetings to support the work of the Dover STLS e.g. LIFT Executive and other working groups.  
5. Analyse attendance at training and the evaluations to ensure that the training planned and delivered is meeting the needs of the local district.

6. Co-ordinate and support the Dover District SENCO Forum for schools and Early Years to ensure an effective programme of CPD is in place.  

7. Provide an effective point of contact and signposting service for the district in relation to SEN training and CPD. 

8. Ensure that a robust administration process is in place for the booking, invoicing and monitoring of the District training programme. 

9. Manage, in liaison with the School Business Manager, the SMILE Centre budget.

10. Manage lettings and the use of the SMILE Centre for the use of outside organisations and local community.

11. Ensure that the SMILE Centre can operate effectively by ensuring the maintenance of its furniture and fittings and that its resources are kept up to date and relevant.

12. Liaise with the Business Manager of the SLA holding school on the outreach and training budget.

13. Keep the Dover STLS Website up to date with training information and other relevant information for the district. 

14. Writing and presenting reports to the LIFT Executive and other groups as necessary. 

15. Working with colleagues to prepare agendas for meetings and different forums.

Footnote: This job description is provided to assist the job holder to know what his/her main duties are. It may be amended from time to time without change to the level of responsibility appropriate to the grade of post.

For KCC purposes this post has been rated as DMA Level 1

Kent County Council

Person Specification: SMILE Manager
The following outlines the criteria for this post. Applicants who have a disability and who meet the criteria will be shortlisted.   

Applicants should describe in their application how they meet these criteria.

	
	CRITERIA 

	QUALIFICATIONS


	· Level 2 or 3 Diploma. 

	EXPERIENCE


	· Experience of working with staff at all levels of an organisation including Chief Executive/ Head teacher level, members of the public, families and carers
· Experience of drafting reports and correspondence.
· Experience of managing a budget

	SKILLS AND ABILITIES


	· An underlying passion for wanting children and young people to thrive, learn and be successful.

· Excellent interpersonal and communication skills when dealing with people internal and external. 

· IT literacy – to produce a range of documents and reports, including non-standard reports, using Windows wp package, Excel spreadsheet. Database functions and SharePoint. 
· Ability to organise and manage own workload and to thrive without day to day supervision. 

· To be able to thrive in a work place with constantly changing priorities.

· Welcome the potential that changes can bring 
· Report-writing skills and ability to draft correspondence. 

· Ability to undertake research and analyse data.
· Diary and time management skills.
· Seek to be proactive.
· Ability to develop, monitor and maintain effective computerised and manual systems and to suggest improvements.
· Ability to investigate complex queries and anomalies when required.
· Ability to take accurate notes of meetings.
· Ability to take a proactive approach to tracking action points from meetings and correspondence, in liaison with the managers concerned.
· Co-ordination skills when arranging meetings and training programmes
· Commitment to equalities and the promotion of diversity in all aspects of working.


	KNOWLEDGE


	· Knowledge and experience of relevant systems and ICT packages.
· Knowledge of computerised and manual filing systems and awareness of the need for good filing/record keeping. 
· Awareness of new initiatives, policy changes and their impact on the management of the school.
· Awareness of Data Protection and confidentiality issues.
· Staff will be expected to have an awareness of and work within national legislation school policies and procedures relating to Health and Safety.
· Some knowledge of and confidence in uploading information and making changes to a website. 
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