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 JOB DESCRIPTION

Assistant Headteacher – Professional Development
Leadership 11-15

Purpose of Post

To be the whole school CPD lead ensuring that all staff have the opportunity to further develop their skills and knowledge and keep up to date on any mandatory training relevant to their role.
To lead and oversee the induction process across the school for all staff throughout the year.
To be the lead ITT/School Direct and training mentor.

To be the lead mentor for colleagues who need support within teaching & learning.
To be the lead mentor for all newly qualified teachers.

To lead on systems for quality assurance of teaching and learning for the whole school and all staff.

To be responsible for the overall teaching and learning process, ensuring that regular observations are scheduled and lessons are quality assured.
To be responsible for middle leader development and line manage middle leaders.
To contribute to the co-ordination of the whole school calendar in line with staff training and teaching and learning quality assurance.
To ensure that all parents are fully engaged with pupils’ learning and that they are supported with advice, guidance and training where necessary.

To oversee a significant area of curriculum co-ordination.

To uphold the ethos aims and values of the school, its policies and codes of practice at all times and in all circumstances and to lead by example playing a full part in the life of the school and celebrating students’ successes.
To manage the school in the absence of the Headteacher and Deputy Headteachers and support the Headteacher and Deputy Headteachers in leading and managing the school to the highest professional standards.

Assisting the Headteacher and Deputy Headteachers in the day-to-day management, organisation and administration of the school and to assist in the cover for absent staff where necessary.

Raise achievement and aspirations of the pupils by providing challenge, opportunity, recognising and celebrating success.  Liaise effectively with parents, external agencies and Governors.  Carry out the general and specific professional duties as set out in the current ‘School Teachers Pay and Conditions’ document.

Responsible for middle leader development within teaching & learning, CPD and induction.

To lead teaching & learning, CPD and induction procedures for the whole school under the direction of the Deputy Headteachers.

To be the deputy designated safeguarding lead.

To have input into the Teaching School, MAT and leading staff outreach.

General Leadership Responsibilities

In conjunction with the other Assistant Headteachers to liaise with the multi-disciplinary teams to ensure a seamless service for all pupils (timetables, in class support, reports for annual reviews etc).
To be responsible for sections of the Self Evaluation Form and Governors report as directed by the Headteacher to ensure developments and achievements are reflected and issues, actions and the impact of actions are clearly identified.

To contribute to a range of Quality Marks.
Participate in and assist with the organisation of whole school events.

Alongside the other Assistant Headteachers to attend key events in the school including Christmas Fayres, Prom, ‘Friends’ meetings, activities for parents and families. It is recognised that some of these will be on a rota basis with the other Assistant Headteachers.

To take responsibility for the line management of staff as delegated by the Headteacher

To lead a team of teachers and teaching assistants for performance management ensuring that attention is paid to their development through targets set and that their training needs are met. 

To lead an area of whole school curriculum responsibility which will be discussed with the applicant on appointment.

The job description will be reviewed on a regular basis to reflect the changing needs of the school. The job description is not intended to be a sole description of the tasks which may need to be undertaken by the Assistant Headteacher. However there should be enough detail to ensure that the postholder has a clear understanding of the remit of their role.


 

Assistant Headteacher 
Person Specification

QUALIFICATIONS / EXPERIENCE

· Qualified Teacher status with degree qualification (DFES Number required).
· Evidence of successful continuous professional development. (Higher qualifications  are desirable)
· Significant recent experience of working with pupils with Learning Difficulties and Disabilities (SEND) in a special setting or a mainstream setting which provides for pupils with a range of SEND and complex needs. 
· Experience of leading whole school initiatives with evidence of how you have impacted upon the young people in your care.
· Excellent team-building skills and be able to give specific examples of how you have achieved this and how you have disseminated your practice to the staff you line manage.

· A successful current middle or senior leader.
PROFESSIONAL KNOWLEDGE AND SKILLS

· Current educational issues and developments including national policies, priorities, legislation and specialist schools.

· To be a quick thinker who can approach challenges in an analytical way and be able to motivate a team to provide solutions.
· The links between a robust Performance Management system, school self-evaluation and school improvement planning.

· To have a high level of initiative and seek to improve all aspects of our work particularly in the area of whole school progress tracking.

· The skill to build on the strength and expertise of individual staff and be able to motivate, lead and empower others, showing evidence of this in your present post.

· To have the knowledge and understanding of policies and processes of teaching and learning and CPD.
· To have effective interpersonal skills in managing a staff team and to be able to lead others to ensure effective distributive leadership.

· To understand the role and benefits of work-based learning opportunities and be able to successfully deliver curriculum targets through this approach.

· To understand the role of continual self-evaluation in ensuring that provision is the best it possibly can be and be able to effectively carry this out in your department.

· To have excellent written ability to write and present complex reports to inform and promote the school to a range of audiences.
PERSONAL QUALITIES

· To be able to work under pressure and to meet tight deadlines and to lead others to do the same.

· To be able to present to a large audience and share your ideas in order to develop a shared vision or goal.

· To be able to work flexibly on some occasions where the need arises.

· Ability to work closely with the senior leadership team on shared projects.

· Be able to commit to the wider life of the school and set an example to other staff.
Employees of Elms Bank School have a responsibility for, and must be committed to, safeguarding and promoting the welfare of children and young people and for ensuring that they are protected from harm
