



Job Description

Post Title:

Assistant Headteacher 
Grade:


Leadership Scale L4-8 (Inner London Scale)
Responsible to:
Headteacher

Responsible for:

· Leader of Learning area tba
· Management and Leadership role and areas tba.
Context

· Senior Leadership Team consisting of the Head of School: (Assessment/Standards) and Leadership roles as per the 2017-2018 grid
· Assistant Headteacher with specific responsibility for agreed subject area and Leadership roles as per the 2017--2018 grid
· Assistant Headteacher  English and Leadership roles as per the 2017-2018 grid
· Inclusion Leader with responsibility for SEN, EAL, G&T and attendance  and roles as per the 2017-2018 grid
· Executive Business and Resources Manager with specific responsibility for finance, administration and roles as per the 2017-2018 grid
Curriculum Improvement and Management Team consisting of:

· An Assistant Headteacher, Leaders of Learning for Literacy, Mathematics, Science, Inclusion, EYFS. 
Main Activities and Responsibilities

1.
Duties

1.1      
The Assistant Headteacher will carry out the professional duties of a teacher, as described in the School Teachers’ Pay and Conditions Document 2017-2018.  In addition it is expected that as a practising Catholic you will promote the Catholic ethos, distinctive nature and philosophies of our school ensuring they are maintained and nurtured.  You will uphold the Hard Federation of St. Joseph’s Catholic Schools’ polices and codes of practice.  Certain particular duties are reasonably required to be exercised and completed in a satisfactory manner. To have full regard to safeguarding principles and practices.
1.2
This job description sets out the duties to be undertaken and performed to the satisfaction of the executive  Headteacher and governing body by the post holder in the role of ‘Assistant Headteacher within the Hard Federation of St. Joseph’s Catholic Schools.
1.3
The post carries teaching (class) responsibility which may vary according to the needs and requirements of the school/federation.
2.
Particular Specific Responsibilities

Management Responsibility

1. To be responsible for the ongoing development and monitoring of an area/subject area throughout the school and thus to raise achievement.

2. To deputise for the Head of School (if the partner Assistant Headteacher is unable) when absent from school, following the agreed policies and aims of the school.

3. To support line management of core staff, in agreement with the Head of School.

4. To cover classes in the event of unexpected absence in agreement with the Head of School.

5. To facilitate effective liaison and communication between the Head of School and staff.

6. To be a good role model of professional behaviour to colleagues both in terms of learning and teaching and in dealing with pupils, parents, Governors, visitors and colleagues providing support, respect and motivation.

7. To participate in and take responsibility for specific aspects of the day to day running of the school.

8. To meet regularly with the Head of School to plan and review developments in school during term time and occasionally during holiday periods.

9. To assist in the writing of the School Development Plan and SEF which incorporates the immediate aims and vision of the school.

10. To assist in the regular reviews of the School Development Plan.
11. To participate in the selection and appointment of staff for the school.

12. To keep up to date on relevant educational issues and legislation and discuss regularly at Senior Leadership Team Meetings.

13. To determine in conjunction with staff, ways of promoting and maintaining the school’s ethos as articulated in the school aims and School Development Plan and thus raise achievement.

14. To attend CIMT, staff, phase, multi disciplinary and Strategic Development Meetings in accordance with role and responsibility and ensure they are effectively and efficiently run.

Curriculum and Teaching Responsibility

The Assistant Headteacher has a responsibility for tba
You must:

1. Be an exemplar of outstanding classroom practice to colleagues in terms of planning delivery differentiation, assessment, display, record keeping and classroom management.

2. Conduct assemblies and acts of collective worship as designated by the Headteacher.

3. Ensure that an appropriate curriculum is offered to all pupils having regard for individual needs, experience, interests, aptitudes, stages of development and the resources of the school and thus raise achievement.

4. Support and encourage extra curricular activities to enhance pupil learning experiences.

Specific Co-ordination Responsibility

The Assistant Headteacher will have specific areas of responsibility to coordinate as detailed below:  

1. Take overall responsibility for leading a Key Stage and or phase
2. To take a lead on a substantive area of learning in the school and ensure that standards in this area are outstanding.
Accountability

1. To work closely with the Executive Headteacher and Head of School in supporting the work of the school’s Governing Body, advising and reporting to Governors’ meetings as required.

2. To work in accordance with national and agreed LA/Diocesan policies and to liaise with LA officers, inspectors and other outside agencies.
3. To further develop relationships between the school and its local community being aware of local community expectations of the school and sharing these with the Head of School.

Administration

1. To compile statistical returns for the LA as required.

2. To complete all due paperwork to a high standard and in a timely manner

Working Relationships

To develop effective working relationships with all members of the school community with sensitive regard for issues connected with race, gender, disability, ethnic, cultural origin or social circumstances.

General

To undertake other duties commensurate with the level of the post as deemed appropriate by the Executive Headteacher/Head of School/Governors.

Note:

The duties and responsibilities of the post may vary from time to time according to the changing needs of the school.   The areas of responsibility in the job description may be reviewed at the discretion of the headteacher in the light of those changing requirements and in consultation with the post holder and governing body.

Key Organisational Objectives

The Postholder will contribute to the school’s objectives in service delivery by:

· Enactment of Health and Safety requirements and initiatives as directed

· Ensuring compliance with Data Protection legislation

· At all times operating within the school’s Equal Opportunities/Inclusion framework

· Commitment and contribution to improving standards for pupils as appropriate

· Acknowledging Customer Care and Quality initiatives

· Contributing to the maintenance of a caring and stimulating environment for pupils

Conditions of Service

Governed by the National Agreement on Pay and Conditions of service, supplemented by local conditions as agreed by the Governors of the Hard Federation of St. Joseph’s Catholic Schools, Barking and Dagenham.
Special Conditions of Service

The Postholder may be required to work outside of normal school hours on occasion (e.g. to attend Full Governing Body and/or Committee Meetings, etc), with due notice.

Because of the nature of the post, candidates are not entitled to withhold information regarding convictions by virtue of the Rehabilitation of Offenders Act 1974 (Exemptions) Order 1975 as amended.  Candidates are required to give details of any convictions on their application form and are expected to disclose such information at the appointed interview.

Because this post allows substantial access to children, candidates are required to comply with departmental procedures in relation to Police checks.  If candidates are successful in their application, prior to taking up post, they will be required to give written permission to the Department to ascertain details from the Metropolitan Police regarding any convictions against them and, as appropriate the nature of such convictions. 

Equal Opportunity

The post holder will be expected to carry out all duties in the context of and in compliance with the Council’s Equal Opportunities Policies.
Changes to the Job Description:
These duties may be varied to meet the changing demands of the school at the reasonable discretion of the Executive Headteacher and in a manner compatible with the position.

This job description does not form part of the contract of employment.  It describes the way the Assistant Headteacher  is expected and required to perform and complete the particular duties as set out above.  It is not an exhaustive list of tasks.

Date of issue:                        ______________________________

Signature of Post holder:       ______________________________

Signature of Headteacher:     ______________________________
Person Specification                                         Post Title:  Assistant Headteacher 

	
	Essential
	Desirable

	Qualifications
	
	

	Educated to degree level
	(
	

	Qualified teacher status in the UK.
	(
	

	CCRS or CTC (Or must be prepared to complete within 2 years)
	(
	

	Right to work in the UK
	(
	

	Appropriate enhanced DBS
	(
	

	Experience
	
	

	Must have taught in either Key stage1 and / or Key stage 2 for a minimum of four years.     
	
	(

	Must be able to demonstrate experience of effecting change in teaching, learning or curriculum either at class, phase or whole school level
	(
	

	Professional Knowledge and Understanding
	
	

	Must have a sound understanding of the skills and attributes involved in effective leadership 
	(
	

	Must understand the expectations in the new Ofsted Framework regarding effective leadership and management
	(
	

	Must understand the expectations in the new Ofsted Framework regarding effective learning and teaching
	(
	

	A sound knowledge of the National Curriculum Orders for both Key Stages
	(
	

	A sound knowledge and understanding of the EYFS Curriculum
	(
	

	A good understanding of primary strategy and its implications for practice in schools
	(
	

	An excellent understanding of curriculum and pedagogical issues relating to learning and teaching, including the latest inspection and research findings in the effective teaching from Foundation Stage through to Key Stage 2
	(
	

	Have knowledge and experience  of policy writing 
	(
	

	Must understand the contribution of EAL work in a primary school and what constitutes good practice and support for bilingual learners
	(
	

	Knowledge of effective strategies to include, and meet the needs of, all pupils within English teaching, in particular underachieving groups of pupils, pupils with EAL and SEND
	(
	

	To have a good understanding of the needs of pupils who have recently arrived in the country and / or pupils who are vulnerable to high levels of mobility and be able to use this knowledge to inform policy and practice. 
	(
	

	To understand the principle of Racial Equality, Equality of Opportunity and Diversity and how these may inform whole school policy
	(
	

	To have a good working knowledge and understanding of schools statutory responsibilities regarding the needs and care of pupils.
	(
	

	To have a good understanding of the Extended Schools Agenda and have a commitment to its full implementation.
	(
	

	Professional Skills and Abilities
	
	

	An outstanding classroom practitioner willing and able to teach a class in either key stage as deemed necessary.
	(
	

	Must be able to plan lessons effectively for all the pupils in a class, setting clear learning objectives and differentiated tasks
	(
	

	Must be able to analyse data effectively to assess whole school performance and progress 
	(
	

	Must be able to present data in such a way as to support the effective tracking of individual pupil progress


	(
	

	Must understand the purpose and application of Individual Education Plans (IEPs) and be able to devise IEPs  to meet the needs of pupils with Special Educational Needs (SEND).
	(
	

	Have the ability to manage and report the use of a budget allocation
	(
	

	A teacher with good ICT knowledge and skills relating to class teaching  responsibilities of the post – able to demonstrate the effective use of ICT to enhance the learning and teaching of all subjects
	(
	

	Personal Qualities
	
	

	To relish challenge and perform efficiently in significant and key leadership role 
	(
	

	Must be willing and enjoy engaging parents in order  to encourage their close involvement in the education of their children
	(
	

	A teacher with a flexible approach to work who enjoys being a good team member
	(
	

	Must be able to effect whole school change through effective leadership and management
	(
	

	Must have good communication skills both orally and in writing
	(
	

	Must be able to manage own work load effectively and respond swiftly to tight dead lines
	(
	

	Good interpersonal skills, with the ability to enthuse and motivate others and develop effective partnerships
	(
	

	Willingness to share expertise, skills and knowledge and ability to encourage others to follow suit
	(
	

	Willingness to, and ability to, run whole school INSET
	(
	

	Openness and willingness to address and discuss relevant issues, allied with an ability to inspire and challenge others and deal with challenging questions
	(
	

	To practice equal opportunities in all aspects of the role and around the work place in line with policy
	(
	

	To maintain a personal commitment to professional development linked to the competencies necessary to deliver the requirements of this post
	(
	


Appointment to Post:  January 2017                                                                                                                   January 2017

