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HEAD OF SENIOR SCHOOL
Name ……………………………………………………………… Appointed ….. / ….. / ………… 
A. Strategic Direction and Development 
· To support the vision, ethos and policies of the school and promote high levels of achievement 

· To support all staff in achieving the priorities and targets the school sets To support the evaluation of the effectiveness of the school's policies and developments and analyse their impact
· To development and review of the Senior School curriculum
· To develop and review the Senior School assessment and reporting systems
B. Teaching and learning 
· To teach a subject area, developing a stimulating and challenging learning environment which secures effective learning and provides high standards of achievement, behaviour and discipline
· To have an overview for the pastoral care of students in accordance with school policies, in particular: 

· the promotion of self-discipline, responsibility and good behaviour 

· provision of advice on options choices, future courses and careers

· issues of relevance to young people

· the successful management of the transfer of pupils from Key Stage 2 

· the orientation of pupils joining the school at any time

· to support the Principal in monitoring the quality of teaching and students’ achievement

· to support the Principal in developing links with parents of students
· To coordinate the effective delivery of learning and teaching within the Senior School, in particular with regard to timetabling.
· To support the Principal in developing links with parents of students 

C. Leading and managing staff 
· To support the Principal in developing positive working relationships with and between all pupils and staff 
· To provide support to, and contribute to the training/induction of, newly qualified teachers, supply teachers, teachers and support assistants who may be new to the school
· To prepare the homework timetable and oversight of the assessment schedule, in conjunction with the IBDP Coordinator and Heads of Departments.

· To lead and manage Senior School 

· To lead and manage all Key Stage 3, 4 and 5 curricula and options information

· To lead and oversee the management of advice and guidance for students and parents

· To lead and manage Senior School subject teachers, reviewing subject specific plans

D. Effective deployment of staff and resources
· To support the Principal in the deployment of staff and support those staff in their duties 
· To work with the Principal in establishing priorities for expenditure and in monitoring the effectiveness of spending and utilisation of resources
· To manage the day-to-day operations of the Senior School programmes to ensure that instructional materials are maintained and distributed

· To be responsible for the line management of HODs, IBDP Coordinator and SS Librarian
· To review Subject Area programmes and reports following the range of Moderation reports provided by the National Curriculum, GCSE and IB

· To contribute to the recruitment of new Senior School staff

· To work towards the marketing of the school

E. General 
· To liaise with the Principal and manage specific tasks related to the day to day administration and organisation of e.g. examination and weekly timetables, assemblies and educational visits in conjunction with the HODs, IBDP Coordinator and Examinations Officer.
· To oversee all external examinations, in conjunction with the IBDP Coordinator and the Examinations Officer

· To undertake any additional responsibilities which might from time to time be determined in consultation with the Principal and Head of Senior School
F. Review
· To liaise with the Principal on a date for the review

· To evaluate this job description and liaise with the Principal regarding appropriate amendments  
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