Job Description

	Job Title:
	Assistant Head of Service & Primary Advisor for Music

	Grade:
	Soulbury EiP 16-19 + ILW

	Service:	
	Community Music Service

	Division:
	Education

	Reports to:
	Head of Community Music Service

	Responsible for:
	Primary Music, Whole Class Instrumental Teaching

	Number of Posts Managed:
	6


	

Job Purpose  
Manage the delivery of Whole Class instrumental and vocal lessons in schools. Advise and support primary schools and music coordinators to deliver high-quality curriculum and co-curricular music. Lead, develop, and sustain instrumental learning across the local authority in consultation with the Head of Service.   


Specific Accountabilities of the Role
Advisory 
· Provide regular contact, meetings and CPD with primary schools and music coordinators and share best practice. Have a good working knowledge of requirements of NPME.
· Work with and develop partner organisations. Promote organise and assist their delivery of work in schools. 
· Organise the annual Primary Music Festival
· To teach as per instrumental specialism and demonstrate as required best practice in a variety teaching settings. 

Whole Class 
· Timetabling of Whole Class provision for the academic year, producing teacher timetables and liaising with schools 
· Manage data of Whole Class provision including instruments as required for the CMS database. 
· Review and develop planning, progression and assessment for the Whole Class provision in line with the National Curriculum requirements and Model Music Curriculum. 

Management 
· Assist Head of Service within the grade and level of post as required
· Lead the management group, prepare the monthly schools newsletter. 
· Process requests for primary teaching via the traded services document. 
· Leading on and delivering CPD at termly CMS Staff INSETS
· Attending meetings as required to include CMS Advisory group.
· Prepare reports as required for the HoS, ACE, ELMA 
· Line Management of allocated staff
· Maintain good communication with all partner and client groups of the CMS
 Statutory requirements

This post is exempt from the Rehabilitation of Offenders Act 1974 and a comprehensive screening process will be undertaken on successful applicants including an Enhanced Disclosure check. 


General Accountabilities and Responsibilities  

Customer Care 

Provide services that are fair and accessible to all, challenging existing practices that support the traditional culture and promote the Customer First proposition across the Council

Project management

Undertake assigned projects, ensuring that agreed outcomes are delivered on time, within budget and to the expected standard.


General Accountabilities and Responsibilities (All roles)

· Ensure compliance with appropriate legislation, Council Policies, the Council Constitution (including Contract Rules, Financial Regulations and Rules, Employment Procedure Rules, Employees’ Code of Conduct), Information Security Policies, Social Media Policy and other requirements of the Council.

· Ensure high standards of records management and assume responsibility for all information assigned to the post.

· Promote the development of a high quality individual need led service, to comply at all times with the Council’s policies and procedures, particularly those regarding Data Protection, Equalities and Diversity and Health and Safety.

· Ensure compliance with and actively promote the Council’s Equalities and Diversity policies and strategies and comply with the Equality Act 2010.

· Ensure compliance with and actively promote Health and Safety at work legislation, Council and Service H&S policies and procedures.

· Comply with the competencies and standard requisites agreed by the Council as relevant to your post.

· Comply with the General Data Protection Regulation and Data Protection Act 2018 (DPA 2018) (all employees of the Council will not disclose or make use of, for their private advantage, any information held on manual or computer records, which are not available to the public, however acquired).

· Take responsibility for continuing self-development and participate in training and development activities.

· Ensure that the Business Impact Analysis and Business Continuity Plans are kept up to date, tested regularly and communicated to all their team members.  

The above mentioned duties are neither exclusive nor exhaustive and the postholder may be called upon to carry out such other appropriate duties as may be required by the Line Manager within the grading level of the post and the competence of the postholder and/or as detailed in the Council’s and Services Business Continuity Plans.
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Person Specification Template

	Post Title
	Assistant head of Service & Primary Music Advisor 
	Grade 
	Soulbury 16 - 19 

	Section, Division
	Community Music Service, Education 
	Date of Person Specification
	March 2025



	Job Requirements
	Essential Criteria

	Method of Assessment
	Job Requirements
	Essential Criteria


	Method of Assessment

	Education, Training and Qualifications
	Recognised Music degree or equivalent
	E
	AF
	Knowledge, Skills and Experience
	Experience gained in music service or school management 
	E
	AF1

	
	Post graduate teaching qualification / QTS
	E
	AF
	
	Experience of, or willingness to, teach large groups (e.g., WCET)
	E
	AF2

	
	
	
	
	
	Experience of or willingness to lead an ensemble
	E
	I

	
	
	
	
	
	Experience in using Music software packages e.g., Sibelius

	E
	I

	
	
	
	
	
	Perform to a high standard on chosen instrument(s)
	E
	I

	
	
	
	
	
	Ability to accompany on the piano
	E
	I

	Communication, Contacts and Relationships 

	Ability to teach effectively with a range of approaches. 
	E
	AF3
	Equalities and Diversity

	Demonstrate awareness and empathy applicable to role 
	E
	I

	
	
	
	
	
	
	
	

	
	Able to communicate effectively with a range of stakeholders. 
	E
	AF4
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Creativity and Innovation 
	Ability to lead and to contribute to service developments 
	E
	I
	Resources, data protection and information governance.
	Knowledge understanding and commitment to music National Curriculum, NPME 
	E
	AF5

	
	
	
	
	
	
	
	

	
	Willing to take on board new ideas and working practices 
	
	
	
	Ability to travel as required
	E
	I

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Supervision / Management of People
	Be a reflective and responsive team line manager. 
	E
	I
	Work Demands and Decisions
	Working window 8.30am – 6.30pm and after school provision, to include some school holiday periods.  
	E
	I

	
	
	
	
	
	
	
	

	
	Ability to manage remote team 
	E
	I
	
	
	
	

	
Drive Values

	Be inclusive and motivating in all aspects of delivery
	
	V1
	
	
	
	

	
	
	
	
	
	
	
	

	
	Be able to respond to and change outcomes for all stakeholders. 
	
	V2
	
	
	
	

	
	
	
	
	
	
	
	

	
	Be able to communicate with all CMS stakeholders to ensure progression.
	
	V3
	
	
	
	

	Any additional factors e.g. specialist “know how”
	Understand and be able to commit to the challenges of Music Hub Investment Programme 
	E
	AF6

	

	Criteria
	E - Essential (only use Essential Criteria) 
	Method of Assessment
	AF - Application Form

	
	
	
	C - Assessment Centre

	
	DWP “Disability Confident Employer” Accreditation  
Applicants with a disability or impairment will be shortlisted for interview if the meet the minimum (essential) criteria for the job.
Armed Forces Community Covenant 
All personnel and veterans who have left the armed forces within the last 24 months will be offered an interview if they meet the minimum (essential) criteria for the job.
	
	 I - Interview

	
	
	
	T - Test

	
	
	
	W - Workplace Assessment or job trial
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Barking and Dagenham Council employees​ 
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Deliver

I know what's expected of me
as a Barking and Dagenham
leader and manager.

I take responsibility and
ownership, creating the right
conditions for my team to follow
my example.

Respond

1am relentlessly reliable. | set
high standards, encourage
improvement and support my
team to achieve high levels of
performance.

Inspire

1 understand how the council is
working to change the borough for
the better and communicate this
with my team in a meaningful way
s0 that they understand the part that
they play.

Value

I encourage my team to learn,
grow, develop and collaborate
with others to achieve their

potenti

Itake pride in my work, am a role
model to others and lead my
team.

Engage
1am visible and accessible. | listen
and recognise a job well done.

I empower my team to challenge
the way we do things so we
improve services and new kinds
of relationships with our
residents and customers.
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