Alderwood School


Job Description:

Second in Department - English
Responsible to:

Head of Department
Specific Responsibility for: 

Providing professional leadership and management for English to secure high quality teaching, effective use of resources and improved standards of learning and achievement for all pupils. To deputise for the HoD in his / her absence.
· Support the management, organisation and delivery of English in years 7-11 
· Support the review of the English curriculum 4-16.
· Assist in developing and refreshing Schemes of Work and resources for units in years 7-11 to ensure sufficient challenge and appropriate differentiation.
· Assist in monitoring delivery of English in years 7-11 through occasional observations, work scrutiny and through discussions with staff.
· Assist in ensuring English mark schemes are in line with Hampshire standards and mastery curriculum and are useful tools for all.
· Assist in supervising planning and delivery of internal and external examinations in years 7-11
· Monitor pupil progress use of 4Matrix to analyse progress of all pupils, including vulnerable groups.
· Assist HoD in implementing GCSE courses in English Language and English Literature.
· Deputise, in cases of HoD’s absence, for HoD at department meetings or external meetings. 
· Working with the HoD, organise department outings and trips for pupils. Where this role is delegated, ensure that the trip is properly organised, costed and planned not to incur a deficit cost to the department.
· Oversee and co-ordinate extra-curricular groups and activities within the department.
· Assist in ensuring that assessments and AM data collection points are completed on time for the department according to the school calendar.

· Set work for colleagues in the absence of the HoD.
In addition to the responsibilities outlined in the job specification for a full-time Teacher of English and any other reasonable requests by the HOD English and Headteacher.
· Ensure that reading is promoted and reading schemes are actively promoted by teachers to develop pupils’ reading; revise and develop reading lists regularly in conjunction with the Librarian. 

· Liaise with the Librarian to create displays of resources in the Library that promote topical study of topics at KS3 and KS4.

· Promote the English Department and its enrichment and engagement activities, feeding back via the school newsletter and the updating of the department’s website page. 

· Co-ordinate literacy displays in and around the English corridor and across the school. 
· Assist in completing any display boards required for Pathways and PR events.

· Junior Leadership Team
