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JOB DESCRIPTION

JOB TITLE
:
HEADTEACHER KS1 (encompassing EYFS, Y1 and Y2)
SECTION
:
PRIMARY
Job Purpose: Overall responsibility for the management and leadership of the British Primary Key Stage One including the effective daily operation and the welfare and development of students from FS1 to Y2.  Close liaison with the Headteacher of KS2 regarding leadership of the Primary as a whole.  Significant contribution to the Whole School Senior Leadership Team; advocating for the needs of KS1 students and staff whilst keeping the broader aims and interests of the entire school community in mind.
Responsible to:  Chairman of the Board(COB)/Managing Director(MD)/Whole School Principal(WSP)
Responsible for: 
· Leadership and management of the delivery of education including effective line-management of all teachers and school leaders in EYFS and Years 1 and 2.  

· Use of all funds and resources made available by the Board and for the proper exercise of the financial, contractual and other responsibilities and authority delegated.
Key targets:  To support the Whole School Principal (WSP)/Chairman of the Board and the Board in maintaining the ethos, achieving the aims of Modern English School Cairo and to collaborate with the other members of the Senior Leadership Team to ensure that the school operates as a unified whole, while understanding, retaining and promoting unique aspects of each section within it.
Key Accountabilities: 
1. Strategic direction and development of the school

2. Professional leadership and management

3. Provision of academic and educational leadership to the school

4. Care, welfare, support and reporting

5. Financial and budgetary management and reporting

6. External engagement
Key Tasks:
	1.  

Strategic Direction and Development of the School
	1.1
	To ensure that all stakeholders have a thorough understanding of the school vision, goals and graduate profile

	
	1.2
	To contribute to the formulation, monitoring, review and evaluation of the school’s policies as a member of the Senior Leadership Team

	
	1.3
	To contribute to the Whole School Development Plan and interpret its objectives into an annual Development Plan for the relevant section

	
	1.4
	To keep the WSP/COB fully informed well in advance of all developments, events and other matters relating to the day-to-day operations of school section

	
	1.5
	To play a proactive role in school activities and events taking place both in and outside school, especially those involving KS1 children and parents

	
	1.6
	To liaise with and promote positive relationships with persons, organisations and other educational establishments outside of MES Cairo

	
	1.7
	Ensure the maintenance of good order and discipline in the school during the school day whenever the students are engaged in authorised activities on school premises or elsewhere

	
	1.8
	Ensure that children wear correct school uniform and that teachers follow procedures with children who do not

	
	1.9
	To coordinate and contribute to school section assemblies and contribute to public meetings as appropriate

	
	1.10
	To take on such responsibilities as may, from time to time, be delegated by the WSP/COB

	

	2.  

Professional Leadership and Management
	2.1
	In line with the philosophy and objectives of the school to ensure that a well-developed, balanced and appropriate curriculum is offered to the students and that the students receive the highest quality of academic, social and pastoral care  

	
	2.2
	To keep abreast of developments in the curriculum and ensure continuity of procedure and practice through years/key stages/phases

	
	2.3
	To ensure the smooth transition of students between programmes within the school

	
	2.4
	To ensure the agreed curriculum is taught effectively

	
	2.5
	To ensure that the progress of students is assessed, recorded and reported to parents in line with school policy

	
	2.6
	To ensure that homework is set and is marked in line with the school policy

	
	2.7
	To provide all information required for the purposes of staffing and timetabling in a timely and efficient manner

	
	2.8
	To ensure that students’ levels and assessment grades are analysed to ensure that realistic targets are set and standards maintained

	
	2.9
	To ensure that regulations relating to external tests/examinations are adhered to and examination results are analysed

	
	2.10
	To provide entrance tests/interviews for students applying for entry into the section, and advise the Registrar on their acceptance and placement

	

	3.

Provision of Academic and Educational Leadership to the School
	3.1
	To liaise with the WSP/COB and other section heads regarding staffing requirements, promotion and renewal of contracts

	
	3.2
	In consultation with the WSP/COB and other section heads to be responsible for the induction, deployment, leadership, management, monitoring and professional development of all teaching staff and teaching assistants in the section

	
	3.3
	To assist in ensuring provision for learning and supervision when teachers are absent

	
	3.4
	To establish and maintain effective communications within the section, and with/between other sections

	
	3.5
	To contribute to the evaluation of the performance of teaching support staff allocated to the section

	
	3.6
	In liaison with the WSP/COB and other section heads, support the Arabic POR holders in ensuring the effective teaching of Arabic

	
	
	

	4.

Care, Welfare,
	4.1
	To ensure good conduct and optimum academic progress of children in KS1 and support other section heads in achieving the same

	Support and

Reporting
	4.2
	To ensure that all students are taught in a positive learning environment where achievements are recognised and supported

	
	4.3
	To liaise with the Learning Development Department (LDD) to ensure that Individual Education Plans (IEP) are established and any curriculum modifications are in place for students in the section who require special arrangements

	
	4.4
	To ensure that all policies and schemes of work are updated and made available to all members of staff

	
	4.5
	To ensure that matters of concern regarding student academic, social, behavioural, emotional development are dealt with effectively and in accordance with school policy

	
	4.6
	To ensure staff are kept informed of matters affecting students’ welfare and achievement

	
	4.7
	To ensure that parents of students in the section are kept informed of their children’s progress and are involved in decisions affecting their children’s welfare

	
	4.8
	To ensure that all causes for concern are followed up and acted upon 

	
	4.9
	To check the content and accuracy of section reports and ensure accurate records and registers are maintained

	
	4.10
	To coordinate Parent/Teacher Conference days as calendared 

	
	
	

	5.

Financial and Budgetary Management and Reporting
	5.1
	To take into account the financial implications for the school of any decision made while managing the section

	
	5.2
	To submit annually to the WSP/COB an order for the educational supplies required in the section, ensuring fair distribution of budgetary funds

	
	5.3
	To ensure that material needed for the implementation of the curriculum is made available to the teaching staff in the section

	
	5.4
	To monitor spending of the allocated budget and maintain a detailed inventory

	
	5.5
	To ensure that facilities, equipment and furnishings allocated to the section remain in good operational order

	
	5.6
	Support and develop marketing and development programmes including taking an active role in representing the school to, and negotiating with, stakeholders and potential stakeholders

	
	
	

	6.

External Engagement
	6.1
	Foster and maintain good working relationships with all regulatory and accrediting authorities, ensuring compliance with regulations in the manner best suited to the ethos and curriculum of the school

	
	6.2
	Foster and further develop links with the local community including those with key external stakeholders such as Embassies, other education providers and local/global businesses

	
	6.3
	Develop and maintain an effective forum with other schools and educational providers within the region

	
	6.4
	Ensure that creative marketing strategies are in place, taking all appropriate opportunities to publicise the school and ensure positive relationships with current and potential parents

	
	6.5
	Ensure that the section is well represented within school publications and agreed social media 

	
	6.6
	Seek to develop a friendly and constructive relationship with alumni, participating in events organised by them at the school or elsewhere

	
	6.7
	Foster and further develop links with international schools and universities to develop the global outlook of the school and extend the opportunities for all its students
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