
St Wilfrid’s Catholic School 

Assistant Headteacher/Director of Sixth Form 

 

 

“Everyone has the right of economic initiative: everyone should make legitimate use of their talent sand 
contribute to the abundance that will benefit all, and to harvest the just fruits of their labour.” (Catholic 

Catechism) 
 
 
Post:    Assistant Headteacher/Director of Sixth Form 
Scale:    L12-16 
Responsible to:  Headteacher 
 
Purpose:  

An Assistant Headteacher is expected to carry out the duties of a schoolteacher as set out in the latest 
school teacher’s Pay and Conditions Document and in accordance to the job specification for a classroom 
teacher. In addition, they are to assist the Headteacher in the organisation, management and leadership 
of the school, undertaking key duties of a senior leader on a regular basis and deputising for the 
Headteacher should the Deputy Head not be available.   Assistant Heads are expected to use their 
initiative and judgement within the school’s aims and values, in line with the School Improvement Plan 
and to demonstrate accountability to the Headteacher and their Deputy. 
 
Main Duties and Responsibilities: 
 

The School Teacher’s Pay and Condition of Service Document sets out details of the roles and 
responsibilities of the Assistant Headteacher 
 
1 To be a member of the Senior Leadership Team 

2 To deputise for the Headteacher should a Deputy Head not be available. 

3 To contribute to whole school improvement 

4 To be responsible for major areas of school life to be agreed on annually. This will involve strategic 
planning in conjunction with the senior leadership team for whole school as well as Sixth Form 
priorities.  You will be expected to monitor and evaluate and take responsibility for feeding back 
to the Headteacher, the Leadership Team and the Governors.  The focus will be on impact and 
action required for ongoing improvement. 

5 To contribute to the whole-staff Inset sessions. 

6 To lead assemblies. 

7 To undertake the duties of a ‘Team Leader’ for the daily duty team. 

8 To line manage a group of middle managers and be a team leader for Performance Management. 

9 To share responsibility for management and pastoral matters with other members of the Senior 
Leadership Team. 
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10 To meet with the Senior Leadership Team on a weekly basis, contributing to the meeting and 
taking part in shaping strategic vision for the school. 

11 To support the Headteacher with action planning, budgeting, monitoring of the impact of the School 
Improvement Plan. 

12 To be an excellent teacher. 

13 To live out the mission statement of the school by reinforcing the principles of Catholic Education. 

14 To carry out learning walks on a daily basis. 

15 To reinforce consistent use of the school Behaviour for Learning policy. 
 
 
 

Specific Portfolio of Responsibilities  
 
 

Main Area of 
Responsibility 

Tasks (indicative, not exhaustive) 

Director of Sixth Form - Provide strategic leadership of the Sixth Form 

- Lead Sixth Form Pastoral Team/Assistant Director for Sixth 
Form 

- Monitor/evaluate standards of provision across the school 
Post 16 

- Oversee VI Form admissions, marketing of VI Form and VI 
Form Parents Evenings 

- Monitor data effectively to ensure maximum progress at KS5 

- Monitoring of attendance/punctuality across Years 12/13 with 
rigorous procedures to aid improvement 

- Oversee University guidance/application procedures 

- Other specific whole school responsibilities to be determined 
upon appointment 

 
 
  



St Wilfrid’s Catholic School 

Assistant Headteacher/Director of Sixth Form 

 

 

Personal Specification 
Assistant Headteacher/Director of Sixth Form 

 

Criteria Essential Desirable 

Faith Commitment  A willingness to promote 
the Catholic ethos of the 
school 

 A practising Catholic 

Qualifications  Degree/QTS  Additional relevant 
qualifications e.g. MA 

Experience  Proven track record of 
successful teaching at 
KS3 

 Successful experience of 
teaching GCSE 

 Setting and achieving of 
ambitious goals 
regarding student 
progress 

 Successful engagement 
of parents 

 Proven track record of 
successful teaching at KS5 i.e. 
A Level/BTec 

 Experience in more than one 
school 

 Experience of leading whole 
school initiatives 

 Experience of working with 
additional agencies 

Leadership & 
Management 

 Middle leadership as 
Subject or Pastoral 
leader 

 Ability to monitor 
standards; 
acknowledging 
excellence/challenging 
underperformance 

 Experience of working in 
and leading staff teams 

 Ability to delegate 

 Experience as a reviewer 
of Performance 
Management and 
supporting ongoing CPD 
of colleagues 

 Middle leadership as Subject 
and Pastoral leader 

 Experience of working with 
governors 

 Understanding of how 
effective financial and 
resource management 
enables achievement of 
educational priorities 
particularly at KS5 

 Successful leadership of whole 
school improvement targets 

 Knowledge/understanding of 
the UCAS process 

Knowledge, Skills & 
Abilities 

 Lead by example 

 Manage change 
effectively and  
sensitively 

 High quality 
interpersonal skills 

 Ability to manage, 
organise and motivate 
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 High quality 
communication skills 

 Ability to work under 
pressure and meet 
deadlines 

 Ability to remain positive 
and enthusiastic whilst 
under pressure 

 A flexible approach 

 Ability to use emotional 
intelligence 

 A reflective practitioner 

 Commitment to inclusive 
education 

 Knowledge of what 
“outstanding” looks like 

 Understanding of 
safeguarding procedures 

 Knowledge of current 
educational issues 

 Clear vision for the 
development of Post 16 
education 

 High expectations of self  
and others 

Professional Development  Evidence of relevant  
recent professional 
development 

 

 Experience of delivering CPD 
through inset 

 
 
 
 

Please return your completed application to Ms S Minnis, Headteacher’s PA at recruitment@stwilfrids.com by 
9.00am Monday 24 February 2020. 
 
 
 
 

St Wilfrid’s Catholic School is committed to safeguarding and promoting the welfare of children and young 

people and expects all staff and volunteers to share this commitment.  

mailto:recruitment@stwilfrids.com

