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Job Specification

Sharjah English School believes that each employee makes a significant contribution to our success and that contributions should not be limited by the assigned responsibilities.  
[bookmark: _GoBack]Therefore, this position description is designed to outline primary duties, qualifications, and job scope, but not limit the employee, or Sharjah English School, to only the work identified. It is the expectation of the school that each employee will offer his/her services wherever and whenever necessary to ensure the success of our organisation.

	Position/Job Title
	Assistant Head - Data, Assessment and Raising Standards 

	Classification
	Secondary School Leadership Team

	Reporting to
	Head of Secondary

	Duties and
Responsibilities
	To assume overall responsibility for Data and Assessment to raise standards in the Secondary school

School Leadership
· Senior Leaders have joint responsibility for all aspects of the school relating to the education and development of the students; each has a focus of responsibility, but all contribute to the whole and support the work of others. 
· To provide reports to the Head of Secondary as and when required
· To lead the development and implementation of how Data  in line with the Secondary School Development Plan
· To complete all supervisory duties, as required by Secondary School Leadership Team members, and directed through published rotas
Overall Responsibility

·  Continue to develop, maintain and improve the strategic use of data in school to raise standards to ensure outstanding outcomes for all students
· Evaluate and further improve the data management system that tracks and supports individual student groups, provides timely, accessible and useful data to Middle leaders, teachers, Senior leaders, parents and any other stakeholders needing it to secure the best progress for all students
· Promote the best possible progress by proactively working with all colleagues to develop, share and monitor best practice in setting appropriate targets, tracking progress in order to inform Teaching & Learning.
· Analyse summative data in a timely fashion and provide training to improve the skills that staff have in understanding and interpreting data
· Evaluate and further improve reporting to parents and how the MIS is best used to maximise progress in school 

Managing and Developing the Curriculum

· To ensure that the curriculum matches the aims of the School and reflects the needs of students, maintaining an understanding of curricular developments around the world so as to ensure that SES continues to be a model of good practice in terms of learning and teaching. 
· Line Manage Heads of Department and chair HoDs meetings
· To keep fully up to date with curriculum developments in the UK and in ensuring that any changes are appropriately addressed
· To collaborate with the Principal in the development and implementation of the academic programme of the School
· To be responsible for development of Secondary School's timetable
· To oversee the curriculum and staffing
· Oversee the options process, development of timetables
· Enhancing and broadening the curriculum where appropriate
· Oversee the scheduling and management of internal exams
· Oversee external assessment and any controlled assessment 
Academic Monitoring

· To ensure that measures of achievement are accurate and readily available so that students and their parents can take an active interest in performance and reflect upon progress, 
· To maintain open dialogue between the school, students and their parents on all matters educational. 
· To be responsible for monitoring the progress of Secondary School students from first placement in the school to the time they leave.
· To work alongside the Assistant Heads to ensure that school expectations are met


Pastoral Leadership

· To take primary responsibility for the pastoral care of the students in Secondary School from the time of their admission to the time that they leave
· To liaise with the Head of the Junior School to ensure that practice is consistent across the School 
· To ensure that appropriate guidance programmes are in place to offer students support as they transition between the various stages of their education and between countries.
· To oversee the Secondary School Behaviour Management Policy
· To ensure that School policy and procedure with regard to safeguarding is adhered to at all times in the Secondary School
· To work alongside necessary staff in ensuring that the Y6/Y7 transition programme is effective
· To lead Secondary school assembly, ensuring that a clear and coherent pastoral message is delivered
· To ensure that procedures and systems are in place to support students’ applications to university 


Overseeing the Work of Staff

To maintain high standards of teaching and learning by:
· Encouraging strong teamwork;
· Maintaining appropriate support for staff, responding to the need for professional development and making recommendations for this to the Assistant Head – Teaching and Learning
· Leading the PD programme in the Secondary School, working alongside the Assistant Head – Teaching and Learning, to ensure that strategic aims are met
· Assisting in the appointment of new staff and managing their induction to the school;
· Taking responsibility for the appearance and good order of rooms, ensuring that they reflect an atmosphere of learning, discovery and interest;
· Ensuring that quality control procedures for new staff are followed



