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Colston’s Girls’ School 

‘Responsibility, Respect, Resilience and Curiosity’ 

Job Description 

JOB TITLE: Remote Learning Co-ordinator 

Reports to:  SLT lead for Remote Learning and Blended Learning Lead  

Salary scale:  Full-time fixed term role (37 hours per week) term time only for 7 months.   

Background Information:  
 
The Venturers Trust is a multi-academy trust based in Bristol. We are an ambitious and diverse family of schools 
comprising Primary, Secondary, all-age schools and a Special school, with a total of 3,500 pupils and 700 staff. 
 
The academies within Venturers Trust are located in two clusters, one in South Bristol and the other in East Central 
Bristol. We are privileged to work with an incredibly diverse and vibrant set of communities and we take our 
educational commitment to them extremely seriously. 
 
Improving Life Chances - The Trust Aims 

 
Every member of the Venturers Trust community shares a determination to ensure that each young person, through 
the transformative value of education, will be inspired to achieve their hopes for the future. We have a moral 
responsibility to provide our students with a high-quality education that not only encourages curiosity, but equips 
them with the confidence, ambition and skills to pursue their goals and contribute positively to society. 

Education really can change lives for the better and it is essential that we nurture the potential of every student, 
regardless of their background or starting point. Against the guiding principle ‘work hard, be kind’, we believe that 
anything is possible. 

You will see that people are at the heart of Venturers Trust. Our pupils and their families, as well as teachers, teaching 
assistants, staff, principals, governors and central support staff all have unique qualities, abilities, talents and potential 
and we see no limits to what our Trust community can achieve.  

Venturers Trust is committed to providing every child with a rich and challenging learning experience, alongside 
opportunities that inspire ambition and pride. Through outstanding leadership, effective collaboration and with a 
strong moral purpose, we ensure that pupils from all backgrounds are able to succeed. 

The core values across our schools are:  

Respect, Responsibility, Resilience and Curiosity. 
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What does this mean for the Trust Community?  

For pupils 

 
Commitment to creating the very best learning opportunities for every pupil in the Trust that: 

● Establishes high aspirations and expectations 
● Nurtures and celebrates a range of talents and skills  
● Unleashes creativity and curiosity 

● Exposes children to new experiences, situations and challenges 
● Develops independent minds  
● Builds capacity to be reflective, resilient, resourceful, enterprising and self -assured 

● Provides stretch and challenge  
● Provides high quality support 
● Creates leadership opportunities 
● Demands outstanding teaching 

 
In CGS, all pupils will achieve to the best of their individual ability. As members of ‘Green Schools’ with a focus on 
languages, pupils will develop an understanding of their position in the wider world in preparation for life as global 
citizens. 

 
For parents 

 
Commitment to working in partnership with parents 
 
For staff  

 
Commitment to a planned programme of Continuing Professional Development for all staff. Growing our own 
leaders, teachers and support staff. 
 
The strategic aims of the Trust include: 

● A shared vision and set of values, aspirations and expectations that are part of the day to day life of the 
schools 

● Strong strategic governance to drive forward plans and resource development 
● Securing high quality education provision that generates high aspirations and achievement 
● A framework for leadership across the Trust 
● A common approach to school improvement 
● One integrated education and support service  
● A single training and staff development function 

● A systematic strategy for promoting parental engagement, wider community involvement and partnership 
development 

● Clarity in terms of the strategic future of the Trust 
 
The role: Remote Learning Co-ordinator 
 
Responsible for:  Providing technical, administrative and logistical support to ensure our self-isolating students 
attend live remote learning sessions  
 
Purpose:  

• Provide the administrative support required to realise the school’s blended learning vision  
• Remove logistical, technological and administrative barriers to students’ remote learning 
and support academic progress during self-isolation and lockdowns  
• Provide technical digital support to subject departments in the development of their online curriculum  
• Monitor engagement with live remote learning  
• Monitor students wellbeing and welfare during periods of self-isolation  
• Catalogue, curate and maintain our remote teaching platform Microsoft Teams  
• Developing our online and social media resources  
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How you’ll spend your day:  
 

• Provide teaching and pastoral staff with the details of students who are learning remotely  
• Ensure all these students are attending remote lessons  
• Ensure all teachers are inviting students to join lessons remotely and/or setting appropriate work  
• Identify students with barriers to joining remote lessons, work with students and families to remove these 
barriers:  

o provide support with accessing/finding materials  
o refer on to teachers/pastoral/safeguarding team where necessary  
o monitor attendance to live remote learning  
o be tenacious in following up with hard to reach students and families   

 

• Support teachers with the demands of blended learning  

• Provide reports to the Senior Leadership Team on remote learning attendance  

• Identify gaps in provision and refer this to the Senior Leadership Team  
 
Ongoing projects: 
  

• You will be given our teaching and learning resources and it will be your job to re-produce these in engaging 
digital formats to help our students use them.  

• You will then upload them to our website; learning platforms and YouTube Channel  

• Catalogue and curate the digital materials that are being created to deliver live remote learning and create 
banks of resources for students; teachers; departments and year groups.  

  
It is not a comprehensive statement of tasks but sets out the main expectations of the school in relation to the post-
holders professional responsibilities and duties.  
 
General Accountabilities 
 

• So far as reasonably practicable, the post holder must promote safe working practices by employees, and in 
premises/work areas for which the post holder is responsible, to maintain a safe working environment for 
employees and service users. These are defined in the Health, Safety and Welfare policy, departmental 
policies and codes of practice. 

• Work in compliance with Codes of Conduct, Regulation and policies of CGS and Venturers Trust, and its 
commitment to equal opportunities and Equality Act (2010). 

• Ensure that output and quality of work is of a high standard and complies with current legislation/standards. 

• To cover for absent colleagues as requested. 

• To undertake other duties that the Principal of CGS may reasonably request. 
 

Organisation 

• To comply with policies and procedures relating to child protection and safeguarding, health and safety, 
confidentiality and data protection, freedom of information and report all concerns to the appropriate 
person. 

• To be aware of and support difference and ensure equal opportunities for all. 

• To contribute to the development and implementation of the overall ethos/work/aims of the Academy. 

• To develop positive relationships and communicate with other agencies/professionals. 

• To develop constructive relationships and liaison between managers/teaching staff and associate staff. 

• To develop learning relationships with parents/carers. 
 

This job description is intended as an outline indicator of general areas of activity and will be amended in light of the 

changing needs of the Trust and its academies. It is expected that the post holder will be as positive and flexible as 

possible in using this document as a framework. 
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PERSON SPECIFICATION 

Essential  Desirable  

GCSE or equivalent in English and Maths at Grade 
C or above   

Experience of working in schools  

Excellent IT skills  An understanding of effective learning and study 
routines/techniques  

Able to effectively manage own workload, 
planning, implementing and  
reviewing projects independently  

Ability to identify potential barriers to learning 
and engage in strategies to  
overcome these barriers.  

Ability to relate well to children and adults.  Experience in working with Microsoft 365  

Excellent numeracy and literacy skills  Experience of working remotely using online 
communication platforms e.g. Microsoft Team, 
Zoom  

Good written and verbal communication skills  Excellent knowledge of Microsoft wider 
functions Powerpoint, Forms  

Good organisational skills.  Understanding of social media channels and 
proactive in seeking out best practice  

Excellent record keeping  Knowledge, understanding and commitment to 
equality, diversity and inclusion   

Excellent knowledge of Microsoft Email; Word 
and Excel  

Knowledge, understanding and commitment to 
safeguarding and promoting the welfare of 
students.  

Commitment to equality, diversity and inclusion    

Commitment to safeguarding and promoting the 
welfare of students.  

  

Commitment to continuing professional 
development  

  

Be resilient     

Be tenacious     

Be willing to ask difficult questions    

High degree of self management and self care    

Attention to detail and careful in checking own 
and other’s work  

  

Colston’s Girls’ School is part of Venturers Trust and is committed to equality, safeguarding and promoting the 

welfare of children and young people and expects all staff and volunteers to share this commitment. An enhanced 

DBS check is required for all staff. 

 


