
 

 

 

 

 

 

INTERNAL APPLICANTS ONLY 

Teaching School Manager 

 

Location: Based at the Gryphon School, Sherborne, Dorset 

Terms: Part-time, (25 hours per week) –some flexibility required to attend marketing and 

training events 

Permanent contract, Non-teaching role, Term-time only 

Salary: £16,143-£18,528 pa.(Actual) (Subject to experience) 

Reporting to: Gryphon Assistant Headteacher (Learning and Teaching- Staff) 

Start: 01st September 2019 

Closing date: 9am Monday 01st July 2019 

Interview date during week ending 05th July 2019 

 

The Role: 

The Teaching School Manager is a new position and an exciting opportunity to build upon the 

strong foundations of our Teaching School Alliance. The Gryphon School, as part of the 

Sherborne Area Schools’ Trust, is very proud to have been designated a National Teaching 

School and a National Support School. We will lead a new North Dorset Teaching School 

Alliance (NDTSA) serving and supporting all schools across the area including Blandford, 

Gillingham, Shaftesbury and Sturminster Newton.  

The NDTSA’s work includes recruiting new teachers, providing local CPD and leadership 

training, identifying SLEs (Specialist Leaders of Education) and LLEs (Local Leaders of 

Education) as well as supporting schools in their improvement.  

We are seeking a highly-organised, dynamic individual, able to enthuse and engage others, 

with a passion for education and learning. The successful applicant will work with senior 

leaders and staff across the schools, universities and training providers. 

 

 



Key Job Purpose: 

Manage the day to day activities of the NDTSA, specifically, but not limited to; initial teaching 

training (ITT), CPD provision and to provide administrative support for the school to school 

support process. 

Support the vision, aims and ethos of the NDSTA. 

Key responsibilities 

ITT 

1. Respond to Initial enquiries 
2. Manage the ITT applications process 
3. Manage the ITT interview process and provide administrative support 
4. Liaison with MSC and Bath Spa regarding new applicants  
5. Provide administrative support to finalise offers and liaise with UCAS 
6. Organise and attend Train to Teach events  
7. Organise and set up of induction days 
8. Devise Marketing plan and manage marketing activities 
9. Purchase resources and marketing materials to support ITT process 
10. Co-ordination of the School Experience process 
11. Update UCAS information annually  
12. Tracking of applications 
13. Data compilation and analysis. Share report with senior leaders and strategic board/trustees 
14. Support ITT Lead with set up of extra professional training sessions for trainees 
15. Annual Calendaring of events and interview schedules ,in liaison with new primary and 

secondary trainees  
16. Budget management for the ITT strand 
 

CPD 

17. Contact for candidates in all  aspects relating to CPD courses and programmes  
18. Work closely with CPD Lead to make practical arrangements to support course delivery 
19. Provide administrative support and production of resources for all  
20. Presence at courses to meet candidates 
21. Venue set ups according to directions from course lead. 
22. Seek and analyse course feedback for evaluation with CPD Lead 
23. Produce budget information for each course 

  

The Application Process: 

Expressions of interest should be returned either by post, marked ‘Confidential’ to 

Catherine Watson, SAST, St Aldhelm’s House, Bristol Road, Sherborne, Dorset DT9 4EQ or by 

email to her at:  catherine.watson@sast.org.uk 

You are asked to provide the following: 



 An expression of interest of no more than 2 sides of A4 detailing your experience 
and expertise 
 

Please do get in touch with Steve Hillier, the Chair of the Teaching School, if you would 

like to discuss this opportunity. We look forward to receiving your expressions of interest. 

The Sherborne area Schools’ Trust (SAST) has an absolute commitment to safeguarding and 

promoting the welfare of children. The Trust and School follows the national and Dorset 

policies and procedures for child protection and security and the interview will include 

questions about safeguarding children. Current and/or previous employers will be contacted 

through references as part of the verification process pre-appointment checks if the 

applicant is short listed. The successful applicant will be required to undertake an enhanced 

disclosure check with the Disclosure and Barring Service. 

SAST is committed to equal opportunities and positively encourages applications from all 

sections of the community. 

 


