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JOB DESCRIPTION
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Job Title:

Duke of Edinburgh Scheme Award Manager
Reports to:         
Rebecca Malone, Assistant Headteacher
Grade: 


KR7 BP21
Working time: 

37 hours per week



52 weeks per year
Place of Work:  

Bennett Memorial Diocesan School, Tunbridge Wells 
Summary of Key Responsibilities

· Liaison with national DofE authority

· Renewal and updating relevant licences and risk assessments

· Promoting the Award in School amongst students

· Maintenance of student log books, including signing off where appropriate

· Monitoring student progress in meeting with requirements for service, skills and physical recreation

· Arranging and facilitating opportunities for students to take part in activities which can contribute to service, skills and physical recreation

· Arranging practise and qualifying expeditions including liaison with tutors, year managers and expedition leaders for group planning, including providing materials

· Maintenance of expedition equipment and purchase of new equipment as necessary

· Accompanying and supporting expeditions

· Line management of DofE Administrator 

· Recruiting and training volunteers
· To co-ordinate the Y8 Bennett Action Adventure Award programme. This is a weekly after school off-site provision for some Y8 students in the autumn, spring and summer months.
The Trust is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.
This job description describes in general terms the normal duties which the post-holder will be expected to undertake. However, the job or duties described may vary or be amended from time to time without changing the level of responsibility associated with the post.  

