                     AES Job Description – Head of Subject
	Name
	Department:  Languages


	Post : Subject Leader: Chinese
	TLR level:    2c


	Date appointed to post:

	Date appointed to school:

	Performance Management Team Leader
	SBB
	Level of responsibility
	Assistant Headteacher

	Line management responsibilities 

	a. Teachers
	

	b. Professional Support Staff
	

	Line manager
	Cate Peeters (Head of Languages)

	Job purpose:  To be responsible for the overall effectiveness and efficiency of the teaching and learning in the subject


	Progress and Standards:
· To maximise and monitor the progress of individual students and key groups
· To agree realistic but challenging performance targets with the Leadership Team and implement strategies to achieve them in relation to student performance
· To use data to identify learning needs, monitor student progress, raise standards and define department targets and intervention needs
· To ensure assessment is accurate, moderated and standardised across the department, with some external verification to ensure progress data is accurate and secure.



	Leadership and Management:
· To be the lead practitioner in teaching and learning and share methods of best practice within the department

· To be responsible for curriculum design and teaching Mandarin classes from Yr 7 to Upper Sixth (currently includes Edexcel GCSE, IB Ab Initio, IB Standard, Edexcel A Level and HSK 1)

· Responsible for exam preparation, submission of GCSE and IB coursework and paperwork for HSK exams
· To review, develop and manage the department to achieve its aims and objectives within the overall policies of the school

· To advise the head teachers on all policy matters related to the department and to suggest appropriate policies and action for successful implementation in this area

· To communicate effectively with parents as appropriate

· To undertake initial disciplinary or grievance matters with staff or pupils in the area for which you are responsible

· Ensure that the work of the department is effectively represented to students, parents and visitors to the school

· Develop effective partnerships with third parties which are of benefit to students and staff and to the work of the department

· Work closely, openly and regularly with assigned senior link who will act as both departmental advocate and critical friend

· Generate solutions to identified problems, in consultation with other colleagues 

· Ensure issues arising in the department are dealt with effectively at that level and that they are referred on only when necessary

· To prepare an annual development plan which complements the school development plan and which is based on detailed self-evaluation practices, leading to SMART targets
· To liaise with our teacher training providers in supporting the training of prospective Chinese teachers locally.

	Quality of Teaching and Learning:
· To ensure staff have good medium term plans for all courses where assessment and differentiation are planned for, regularly reviewing and updating resources as appropriate
· To ensure these plans are well resourced within budget

· To review, develop and manage the physical resources required within the department

· To ensure a system for monitoring and evaluation of the quality of provision is in place in the department, including lesson observation, work scrutiny, learning walks and student interviews. 

· Lead the departmental contribution to the school’s International Dimension; play a full part in the visits and exchange programme as required and stay abreast of relevant developments in internationalist education.

· Ensure an appropriate curriculum when colleagues are absent
· Act as examiner for oral exams, including examinations for external native speakers


	Personal Development, Behaviour and Well-Being:
· To deploy, monitor, advise, instruct and develop all those staff working to you (as appropriate)

· To advise the Headteachers of the individual status and needs of staff and students for whom you are responsible

· Ensure that the Department works effectively and productively with other Departments within the school

· To ensure that full healthy and safety procedures are in place as appropriate

· To support the professional development of staff by identifying developmental needs and addressing individual training
· To support all staff in developing good behaviour management strategies which ensure outstanding behaviour and safety practices in the department. 

· Additional pastoral responsibility as a Form Tutor for MEP groups, meeting with tutees every day and monitoring their social and emotional well-being. Meet regularly with the Year Leader to help monitor the achievement and behaviour of key groups of students



	Views of Learners, parents/carers and other stakeholders

· To seek, analyse and act upon the views of learners, parents/carers, governors, school leaders and other stakeholders

· To maintain effective working relationships with all stakeholders

· To contribute to whole school and departmental self-evaluation and identify strengths and weaknesses, particularly in teaching and learning


	Head of Subject Duties:

· Help moderate and train other teachers locally on the marking of GCSE/IB coursework
· Play a lead role in engaging Anglo and other hub schools on the DFE Mandarin Excellence Programme, working closely with Headteachers in all schools to devise effective communication, recruitment and implementation strategies.

· Write schemes of work for the Mandarin Excellence programme to be shared with hub schools and other MEP schools nationally.

· Upload resources and communicate regularly with MEP students using Edmodo website.

· Participate in MEP teacher meetings (1/2 termly) and Expert Panel meetings to update ministers and the DFE of progress with the programme.

· Organise and implement an extensive programme of enrichment, including visits to British Museum, Chinatown, British Film Institute, Southbank Changing China Festival, Year 7 Enrichment Days, Sixth Form Chinese Film Study Day, and weekly Year 7 & 8 Culture Club and to oversee those arranged by the teacher of Japanese.
· Organise and run a week of cross-curricular Chinese activities for Chinese New Year (including assemblies for each year group) – liaise with HoDs to create programme; arrange timetables for Hanban assistants; order and buy resources; create pack for Y7 students including activities for TP,supporting the teacher with a programme of enrichment
· Prepare and enter students for the annual HSBC/British Council Mandarin Speaking Competition

· Prepare students for school based performances, such as Eistedfodd in Chinese 
· Organise and lead an annual school exchange trip to our Partner Schools in Jiangsu Province, with students staying in homestays - liaise between schools prior to the trip, arrange the programme for our visit to China, as well as the return visit for the Chinese students. Help lead the information evening for parents and student briefings, responsible for all communication whilst in China

· Work closely with Wang Zhong (Manager of the Essex-Jiangsu Centre) to promote teaching and learning of Mandarin Chinese language and culture in Essex, and facilitate cross-cultural exchanges (i.e. organise and run Connecting Classroom projects/regular Chinese Teaching Conferences/Jiangsu Headteacher Forum…)
· Mentor trainees on the Mandarin PGCE/ Schools Direct courses through IOE and Billericay Teaching Schools Alliance.
· Arrange regular observations for Chinese assistants and trainees in Essex (observe both Mandarin and other lessons)

· Run Essex Chinese Language Assistant training days

· Speak at language/Chinese specific conferences to share best practice (e.g. ISMLA Conference/East Midlands Chinese Conference…)

· Attend regular leadership meetings to discuss school priorities and key strategies, and feed back to the department

· Arrange more regular language/cultural exchanges with our Partner Schools, e.g. penfriend scheme/skype exchange lessons and support Home Stay visits for Chinese 
· Help arrange work experience placements in Jiangsu (through the Essex-Jiangsu Centre)

Manager of the Essex Confucius Classroom

· Manage department of two Hanban Chinese Assistants and one British Council Chinese Language Assistant. This cross-cultural exchange includes arranging a full bilingual induction programme (with observations in Anglo and local outreach schools), writing timetables, leading regular department meetings and annual performance management meetings, arranging CPD opportunities, and observing lessons

· Organise & oversea a successful Chinese outreach programme, offering Chinese language and cultural lessons in local Primary and Secondary schools every week, through the Chinese Assistants, providing students across Essex with understanding and insight into Chinese culture and language – meet/make regular contact with local Headteachers to promote the programme and talk about the lessons; discuss teaching plans with Hanban teachers and show them useful resources/ideas

· Organise Chinese New Year lessons in local Primary/Secondary schools, as well as in local Brownie and Guide groups




The following notes should be read in conjunction with the Job Description above as appropriate
	Teaching duties

· To plan and prepare courses, teach, set, and assess work and report effectively on pupils, their learning needs and give advice as to how they may improve/move to the next level

· To act as a form tutor where required

· To participate in meetings and developments as reasonably directed by the head teacher including being available on Tuesdays until 5.30 for as part of the Tuesday cycle of meetings
· To take part in the school’s Visits and Exchanges programme and support the aims and objectives of the school


	UPS Threshold responsibilities with reference to wider school effectiveness (agreed at interview if appropriate)
AES’ Pay Policy states:

· the teacher is highly competent in all elements of the teaching standards; and,

· the teacher’s achievements and contribution to the school are substantial and sustained.

In this school, this means that the teacher has consistently:-
· demonstrated that they meet all teaching standards, both in terms of teaching and personal and professional conduct, over a sustained period:

· been assessed as meeting their performance management objectives over a sustained period;

and in addition that;

· teaching has been rated as outstanding over a sustained period;

· the teacher has demonstrated over a sustained period an ability to support some pupils to exceed expected levels of progress/achievement; 

· the teacher has consistently taken responsibility for identifying and meeting their own professional development needs and used their learning to improve their own practice, that of other teachers and pupils’ learning;

· the teacher has demonstrated that they have made an impact on the school beyond their own class/group(s) over a sustained period. This may include:-

· demonstrating an ability to coach, mentor, advise and demonstrate best practice to, other teachers to enable them to improve their teaching practice;

· contributing to policy and practice which has improved teaching and learning across the school;

· contributing to the wider life of the school, its aims and ethos, including our visits and exchanges programme. 




