[image: ]

Kehelland Trust Role Profile

	Our mission statement: The provision of a rural horticultural setting for the support of young people and adults with learning and/or physical disabilities. Developing personal and social skills, individual opportunities and active participation in the local community.

	Position
	Education Coordinator

	Version
	2

	Date
	MAY 2025

	Purpose of Role:
	The Education Coordinator has responsibility to ensure effective coordination of the education programs and related activities. 

	Reporting

	Reports directly to:
	Head of Education

	Direct accountability for the following roles:
	To be reviewed after probation period.

	Accountabilities

	
	1. To lead on or assist with designing department paperwork and compliance processes, including but not limited to individual learning plans, learner recruitment forms and processes, learner enrolment handbooks/induction books, marketing materials, education forms etc., working alongside the Senior Tutor and Head of Education. 
2. To ensure effective completion of course paperwork to include learner enrolment paperwork, bursary forms and evidence, course completion and evaluation forms.  
3. To work with relevant staff to arrange and complete EHCP reviews, coordinating communication with parents/carers, young people and related professionals. 
4. Completion of internal safeguarding records with support (where necessary) from the Designated Safeguarding Lead(s) for education. 
5. To effectively manage the staff rota, ensuring learner support ratios are maintained and absences are covered wherever possible by managing resources and working collaboratively with other members of the team.
6. To plan and support learner visits and taster sessions for those interested in our provision.
7. To plan and deliver transition plans for new learners alongside tutors and enior support workers to include familiarisation sessions at Kehelland and observations in the current setting to inform support approaches.
8. To coordinate on-site work experience placements for local special schools.
9. To support operational department tasks directed by the tutor team/Head of Education such as petty cash, scanning files for audits; as well as general admin tasks related to the department to include shredding, filing, scanning, emailing securely.
10. To ensure your own practice and that of the staff team complies with Safeguarding and Child Protection best practice and that any safeguarding issues are dealt with according to Trust Policy and Procedures
11. Manage physical resources, including ordering and allocation of uniform for staff and learners.
12. Effective line management of other roles within the education team that are deemed reasonable for the level of accountability, where necessary.
13. To undertake, when required, other duties not specifically mentioned in this Role Profile that are deemed reasonable for the level of accountability.

	Key Competencies

	Leadership and Management:
	1. To ensure effective communication with staff, learners, parents/ carers, the wider staff team and external partners.
2. Manage your own resources and professional development, taking part in annual appraisal and continuing professional development.
3. Encourage innovation within your team and for your area of responsibility across the Trust.
4. To ensure that all records are maintained accurately and in line with GDPR, Ofsted, the funder, Local Authority and the Trust Record Keeping Policy and Procedures.
5. To ensure that staff appraisals are undertaken in line with the Trust Appraisal and Supervision Policy and that any training requirements are identified and fed into the Training Plan.

	Business Development:
	1. To effectively implement the requirements of the education program(s) as outlined within the Operational Plan.
2. To deliver the service in line with the defined budgets.
3. Ensure that the service is Learner Focused and continually reviewed so that any improvements are quickly identified and implemented.

	Internal and External Communication:
	1. To establish, develop and maintain effective working relationships with all staff (including the board of trustees), service users, parents/carers, customers, partners and stakeholders.
2. To represent the Trust positively and promote the ethos of the Trust.
3. Continually promote Equal Opportunities in line with the Trust Equality and Diversity Policy.
4. To fully comply with the Trust Code of Conduct Policy and ensure compliance by all staff.




Kehelland Trust Person Specification

	Position
	Education Coordinator 

	Version
	3

	Date
	February 2026

	CRITERIA
	ESSENTIAL
	DESIRABLE

	Education and Qualifications
	1. Safeguarding, Child Protection and Prevent training (or willing to undertake training)

	1. First Aid qualification.
2. Experience of using Canva (or similar graphic/design software)
3. Safeguarding Level 3
4. Mental Health First Aid (or similar) qualification. 


	Previous Experience
	1. Previous experience of working in an educational setting in an administrator/coordinator role.   
2. Experience of working with young people and adults with a learning disability. 
3. Previous experience of setting up and completing EHCP reviews.

	1. Previous experience of working with individual learning plans (ILPs).
2. Previous experience of communicating with parents/carers around potentially sensitive subjects.


	Knowledge
	1. Commitment to and understanding of Equality and Diversity.
2. To be able to understand data effectively.
3. Sound knowledge of educational setting administration processes
4. Knowledge of Education, Health & Care Plans.
5. Sound knowledge of safeguarding in education.
	1. Knowledge of ILPs.
2. Knowledge of principles of risk assessment/health and safety practices.


	Skills
	1. Excellent written and oral communication skills.
2. Fully computer literate, proficient in MS Office (Word, Excel, Powerpoint, Outlook etc.) 
3. Able to work effectively as part of a wider team.
4. Able to effectively manage own workload, including prioritising tasks and liaising with stakeholders on collaborative projects. 
5. Able to work using own initiative and accept responsibility for own decision making. 
6. Able to cope well under pressure. 
7. Be prepared to undertake personal development and training opportunities. 
8. Able to effectively manage sensitive or difficult conversations. 
9. Able to complete paperwork effectively and accurately. 

	

	Other
	1. Subject to a clear enhanced DBS list check. 
2. Full driving license.
3. Access to own car, and willing to use it for business purposes, including transporting learners where necessary.
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