
 

 

 

 

 

 

 

 

 

 

 

 



 

 

Sidney Stringer Academy Multi Academy Trust 

consists of five schools led by Sidney Stringer 

Academy. The schools are Radford Primary 

Academy, Ernesford Grange Community 

Academy, Riverbank Academy (Special School), 

Sidney Stringer Academy and Sidney Stringer 

Primary Free School.  

All of the schools in the trust are working 

together with the ambition of becoming 

outstanding.   

As the Trust develops we are exploring the 

opportunities of creating shared posts and 

services across the schools so that we can 

benefit from economies of scale.  

 

The Swan Alliance Teaching School Alliance in 

conjunction with Coventry Local Authority 

and Coventry Teaching Schools have been 

awarded £500,000 from the Strategic School 

Improvement Fund (SSIF), to help to improve 

outcomes for Coventry children in 31 eligible 

schools. The programme sets out to focus on 

removing barriers to learning, educational 

success, emotional robustness and social 

mobility caused by weak language skills-

particularly oracy-which impact on 

vulnerable and disadvantaged children. 

 

The Project Coordinator will provide day to 

day running of the programme, supported by 

the Project Leads.        for project administration, coordination, communication and finance. 

This role would be ideal for someone who has strong organisational skills, including the ability 

to multi-task and manage time effectively. They must also have the ability to build relationships 

with a large range of stakeholders and to work with them to effectively implement 

interventions. This is a 22.5 hours a week post, working term time plus ten days. You will be 

supported by the Teaching School and SCITT Manager. 

 



 
 

                                            Why work at Sidney Stringer:  
  
•   100% attendance - 1 day off following year 

•   Staff Development- new leadership challenge 
programme and subsidies for Masters’ degree 
courses 

 

 

 

 

 

 

• Free tea and coffee 

• Social committee with subsidised events 

• Occupational health and counselling support 

• £50 a day for taking trips at weekends/ 

Holidays 

• Cycle Scheme 

• Childcare Voucher Scheme 

• Free parking 

• Free Flu jabs 

• Long service awards 

 

 

 

 

 

 

 



JOB DESCRIPTION –  
Project Coordinator 

Temporary post: until 30th April 2019  

 
Sidney Stringer Multi Academy Trust is committed to safeguarding and promoting the welfare of 

children and young people and requires all staff and volunteers to share this commitment.  

Reporting to:  Teaching School and SCITT Manager 
 
Hours: Temporary post 
 22.5 hours per week – Term time plus ten days  
 Hours to be agreed 

30 minute lunch break 
 

Job Purpose:  

 To organise and control project activities and to communicate risks, opportunities and the current 
state of the project to the Project Leads. 

 To communicate relevant project information with key stakeholders. 
  

Duties and Responsibilities: 
Project administration: 

 Produce project reports to inform progress as part of the Governance, Quality Assurance and DfE 

processes as required. 

 Organise project meetings, record minutes and produce paperwork for meetings  

 Keep detailed project notes and records 

 Produce and distribute paperwork to all relevant parties. Work with NLEs and Intervention 

providers to ensure they complete and return project updates in a timely fashion. 

Project Coordination: 

 Adhere to the project plan by coordinating activities and resources.  

 Break projects into smaller actions, set timeframes and milestones. Monitor progress against these 

and intervene when there is project slippage. 

 Analyse risks and opportunities and provide reports to the Project Leads. 

Communication: 

 Liaise with National Leaders of Education (NLE) and intervention providers to identify and define 

requirements, scope and objectives 



 Be the main point of contact with the DfE, responding promptly to any request for information. 

 Produce project updates and distribute to all schools. 

 Act as the point of contact and communicate project status to all participants 

Finance and contract management: 

 Help prepare budgets and analyse spend against these. 

 Undertake finance processes to ensure payments are made accurately and promptly. 

 Support Project Lead and Finance Director with procurement and contract management 

 Work with Finance Director to issue all appropriate legal paperwork (e.g. contracts and terms of 

agreement) 

Monitoring and evaluation: 

 Monitor project progress and handle any issues that arise  

 Create and maintain comprehensive project documentation, plans and reports 

 Monitor project progress, budget, hours, etc 

 Work with Project Leads to ensure that the projects are delivered on time and within scope. 

 Communicate to the Project Leads any changes to the scope, schedule and costs. Escalate where 

necessary. 

Knowledge, Training and Experience: 

 Strong organisational skills, including the ability to multi-task and manage time effectively. 

 Ability to build relationships with a large range of stakeholders and to work with them to 

effectively implement interventions. 

 Capacity to review plans, group projects in to smaller tasks and then to implement them. 

 Strong problem solving skills and attention to detail. 

 Excellent verbal and written communication skills. 

 Ability to hold people to account. 

 Ability to work well under pressure. 

 Experience of supporting projects. 

                              
Other Duties 
 



 To undertake such other duties, training and/or hours of work as may well be reasonably required 

and which are consistent with the role. 

 To participate in performance management arrangements. 

 To adhere to published school policies and procedures. 

 To attend regular meetings with line manager. 

 Undertake training as may be required to fulfil the duties of the post 

 Carry out the duties of the post with due regard to the School’s Equal Opportunities Policy, Health 

and Safety Law, Financial and Audit requirements, Staff Code of Conduct.  

 
This job description does not form part of the contract of employment. It describes the way the post 
holder is expected and required to perform and complete the particular duties as set out in the 
foregoing paragraphs. 
 
Safeguarding 
 
Teachers  are accountable for the way in which they exercise authority, manage risk, use resources and 
protect students from discrimination and avoidable harm.  All staff, whether paid or voluntary, have a 
duty to keep young people safe and to protect them from physical harm.  When an individual accepts a 
role that involves working with children and young people they need to understand and acknowledge 
that the responsibilities and trust are inherent in that role. 
 
 The jobholder is expected to observe their obligations in accordance with the Academy’s Child 

Protection Procedure, and to report any concerns that they may have regarding a child or young 
person’s welfare to the appropriate person. A copy of the Academy’s Child Protection Procedure 
can be obtained from the jobholder’s line manager.  

 The Governing Body is committed to safeguarding and promoting the welfare of children and 
young people and expects all staff and volunteers to share this commitment. 
 

Rehabilitation of Offenders Act 1974 

This job is exempt from the provisions of the Rehabilitation of Offenders Act 1974. Appointment to this 

job is subject to an enhanced DBS disclosure being obtained, and any relevant convictions cautions and 

reprimands being considered.  Any convictions cautions or reprimands of relevance, obtained by the 

jobholder after enhanced DBS clearance has been acquired, must be disclosed to the Principal by the 

jobholder.  Failure by the jobholder to do so, or the obtaining by the jobholder of a relevant conviction 

caution or reprimand, may be managed in accordance with the Academy’s Disciplinary Procedure. 

Health and Safety  

The jobholder is required to exercise their duty of care by taking responsibility for their own health and 

safety and the health and safety of other people who may be affected by their acts or omissions 

(failure to act).  Full guidance regarding health and safety is set out in the Academy’s Health and Safety 

Policy and in any risk assessments relevant to the jobholder’s role or circumstances.  Both can be 

accessed via the jobholder’s line manager and must be observed. 



Confidentiality and Data Protection  

The jobholder is expected to comply with the provisions of the Data Protection Act 1998.  Any 

information they have access to, or are responsible for, must be managed appropriately and any 

requirements for confidentiality and security observed. Information must not be disclosed to any 

person or Authority, for example a parent or the Police, without observing the correct procedure for 

disclosure as set out in the Academy’s Data Protection Policy. 

Equality and Diversity  

Sidney Stringer Multi Academy Trust is committed to equality and values diversity. As such the 

Academy is committed to fulfilling its Equality Duty obligations, and expects all staff and volunteers to 

share this commitment.  The Duty requires the Academy to have due regard to the need to eliminate 

unlawful discrimination, harassment and victimisation, advance equality of opportunity and foster 

good relations between people who share characteristics, such as age, gender, race and faith, and 

people who do not share them.  Staff and volunteers are required to treat all people they come into 

contact with, with dignity and respect and are entitled to expect this in return. 

Training and Development  

Sidney Stringer Multi Academy Trust has a shared responsibility with the jobholder for identifying and 

satisfying training and development needs. The jobholder is expected to actively contribute to their 

own continuous professional development, and to attend and participate in any training or 

development activities required to assist them in undertaking their role and meeting their 

safeguarding and general obligations. 

This job description reflects the major tasks to be carried out by the jobholder and identifies the level of 

responsibility at which the jobholder will be required to work, as at the date on which the last review 

took place.  

This job description may subject to review and/ or amendment at any time to reflect the requirements 

of the job. Any amendments will be made in consultation with any existing jobholder, and will be 

commensurate with the grade for the job. The jobholder is expected to comply with any reasonable 

management requests. 

Job Description Reviewed By: W. Tomes (September 2017) 

 
 
 
 
 
 
 
 
 
 
 

 



PERSONNEL SPECIFICATION 

 

Area Description 

Knowledge: Knowledge of the Strategic School Improvement Fund 

Knowledge of project management methodologies 

 Knowledge of IT applications eg word, excel or data input.  

Skills and 

Abilities: 

Strong organisational skills, including the ability to multi-task and manage time 

effectively. 

Ability to build relationships with a large range of stakeholders and to work with 

them to effectively implement interventions. 

Capacity to review plans, group projects in to smaller tasks and then to implement 

them. 

Strong problem solving skills and attention to detail. 

Excellent verbal and written communication skills. 

Ability to hold people to account. 

Ability to work well under pressure. 

Basic knowledge of equal opportunities in the workplace. 

Ability to maintain confidentiality of information. 

Experience: Previous evidence of supporting projects, working with schools and Senior Leaders. 

Education: GCSE qualifications (or equivalent) in relevant subjects, to include English and 
Mathematics 

Special 

Requirements: 

Of: 

 Working in a busy and pressured financial/office/reception environment 

 Working in, and promoting an environment of equal opportunities 

 Occupational Health Clearance 

 Receipt of a satisfactory enhanced DBS check  
 

Date Reviewed: September 2017 

All employees of Sidney Stringer Multi Academy Trust are required to comply with the Academy 

Equal Opportunities Policy when undertaking the duties of their job. 

 



 
 

Project Coordinator 
 

Temporary post until 30th April 2019 
22.5 hours per week – term time plus ten days 

 Hours to be agreed 

 
We are seeking to appoint a Project Coordinator to work at Sidney Stringer Academy. You will be 

employed by the  Trust  which consists of five  schools led by Sidney Stringer Academy. The schools are 

Radford Primary Academy, Ernesford Grange Community Academy, Riverbank Academy (Special 

School), Sidney Stringer Primary Free school and Sidney Stringer Academy.  

This is a temporary post, working 22.5 hours per week term time plus ten days. The role would provide 

project coordination of the Coventry SSIF interventions.  

 

This role would therefore be ideal for someone who is extremely organised, with the ability to work 

under pressure and to manage conflicting priorities.  You will be supported by the Teaching School and 

SCITT Manager. 

 
If you would like further information or to discuss the post in more detail then please contact 

Wendy Tomes, Executive Principal; wtomes.staff@sidneystringeracademy.org.uk  

or Victoria Hastie , Teaching School and SCITT Manager; vhastie.staff@sidneystringeracademy.org.uk 

How to apply 

If you are ambitious for yourself and want to be part of a great team at this really exciting time then 

we would like to meet you.   

For further details, an application form, and to apply, please visit our website: 

www.sidneystringertrust.org.uk  

Please return completed application forms to Louise Gregory (Admin Assistant in HR) - 

lgregory.staff@sidneystringeracademy.org.uk  [No hard copies to be sent in the post]. 

We look forward to receiving your completed application form. 

Closing date:  Monday 2nd October 2017 at 12 noon 

Interview date : Friday 6th October 2017 

http://www.sidneystringertrust.org.uk/


Any offer of employment to the above post will be subject to receipt of a satisfactory disclosure from 

the Disclosure and Barring Service. 


