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JOB DESCRIPTION
HEAD OF ICT and Computer Science
The Head of ICT and Computer Science is responsible for the strategic leadership of their subject and staff. They model the core school value of scholarship; keep abreast of developments within their discipline; and challenge, support and inspire their staff to be excellent teachers. They are accountable to the Academic Deputy Head and Headmistress for the quality of curricular provision, teaching, learning and pupil attainment within their subject. The Head of ICT and Computer Science will be required to take a form tutor role and contribute to the co-curricular life of the department and school. 
Responsibilities

The job description is not an exhaustive list of responsibilities and the employees may be asked to carry out additional duties relevant to the position of any head of department. It should also be noted that the job description may be amended, in consultation with the post holder, to reflect any changes in circumstances. It is expected that the job description will be tailored to the particular strengths of the successful candidate.
In addition to the standard requirements for teaching at St Albans High School:
Curriculum 

· Deliver stimulating, challenging and innovative schemes of work

· Collaboratively develop and deliver subject enrichment and stretch opportunities

· Coordinate and ensure the delivery of stimulating, challenging and relevant lessons which promote scholarship and independence
· Develop an approach to computing that supports learning across the whole school, at any age level

· Promote the exploration and use of emerging technologies
· Evaluate and develop the suite of courses offered throughout KS3, KS4 and KS5
· Develop the department Strategic Plan and share this with colleagues
· Promote enjoyment of ICT and Computer Science and fully inform parents, staff and pupils of opportunities within the subject area
· In conjunction with the Lead in Computing and Programming, develop and deliver a rigorous and imaginative programme of support for those wishing to take related courses at university level
· Keep abreast of HE developments relevant to their subject working collaboratively with the Director of HE.
Staff 

· Work with the Headmistress to recruit and retain talented staff
· Work closely with the Deputy Head Curriculum, to keep abreast of staffing needs and timetabling requirements

· Fully support each options process and provide full information relating to this for students, staff and parents
· Line-manage ICT and Computer Science teachers and induct colleagues new to the profession, with the support of the Director of Staff Development
· Assure the quality of ICT and Computer Science teaching and assessment through the performance management and professional development processes, lesson observations, work scrutiny and pupil feedback

· Keep the department abreast of developments in the subject and in pedagogies relating to ICT and Computer Science
· Line manage the Lead in Computing and Programming, delegating responsibility as appropriate
· Rigorously analyse staff performance and needs in conjunction with the Academic Deputy Head
· Hold regular department meetings and ensure that minutes are sent to the Academic Deputy Head
Resources

· As part of above, prepare an annual departmental budget and track spend across the year

· Ensure good practice in the ordering of books and other materials within budget
· Check stock and resources annually and to ensure that steps are taken against unreasonable loss, wear and tear
· Assess the need for any furniture or major equipment and to work with Lead in Computing and Programming in preparing any resulting bids for resources

· Work with IT to develop the progressive use of technology as a tool for teaching and learning and to liaise with the Head of IT Services in order to ensure the smooth running of all relevant infrastructure components
Pupils

· Role model online safety across the school

· Collaboratively evaluate and develop the current assessment programme in KS3, KS4 and KS5
· Rigorously analyse pupil performance and needs in conjunction with the Lead in Computing and Programming
· Support staff who are dealing with underperforming pupils

· Work alongside the Head of Learning Support, to ensure appropriate provision for all pupils as necessary

· Work collaboratively with Housemistresses/form tutors/Deputy Head Academic/Parents to support pupils where necessary
Exams

· Be responsible for ensuring department familiarity with general JCQ regulations, subject specific board and specification requirements, and protocols for centre-based assessments and to ensure best practice in all ICT and Computer Sciences internal assessments
· Ensure that all instructions relating to examination entries are carried out in good time
Health and Safety
· Ensure that all physical aspects of the department accommodation are safe and to report any shortcomings to relevant parties
· Provide in-house training as required, and to induct new staff in health and safety requirements
Whole School
· In collaboration with the department, provide a stimulating and enriching programme of co-curricular activities that enable pupils to explore an ever-changing and ever-growing digital world
· Make links with the library and other departments to support the same

· Work closely with the Director of HE and Head of Careers to review and update provision
· Work collaboratively between departments
· To attend and contribute to Heads of Departments meetings
Partnership Working

· Liaise with subject coordinator at the Prep School with other Heads of Department; and with organisations beyond the school to enhance learning and teaching and to share good practice

· Contribute to the development of links with feeder schools
[image: image2.wmf]
JOB DESCRIPTION for Possible Additional Role

Digital Learning Lead

Candidates should indicated any interest or otherwise in taking this role in addition to the position of Head of ICT and Computer Science. The actual job description would be modified to match the skills and interests of the successful candidate.
The Digital Learning Lead will oversee the development and use of the Frog VLE at STAHS. We have a technical co-ordinator so the main focus for this role is on the use of our VLE for teaching and learning. The Digital Learning Lead would work closely with the Academic Deputy Head to ensure that the VLE is used appropriately and imaginatively across the school. 

Specific Responsibilities

· Actively promote and inspire innovative approaches to learning using the school’s VLE, supporting the embedded use of technology in classroom teaching
· In conjunction with the Head of IT Services, ensure the school is kept abreast of latest developments, innovations, technologies and pedagogies relating to digital learning across the school

· Support staff and pupils in the use of personal devices for teaching and learning across the school

· Advise the Deputy Head Curriculum throughout any periods of curriculum development, to ensure that pupils and staff are well prepared for the use of digital technology under any circumstances

· Support staff in developing the embedded use of technology, so that it is supportive and creative

· Lead online safety across the school
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PERSON SPECIFICATION

 HEAD OF ICT and Computer Science
	Qualifications and experience
	· Experience as an excellent classroom teacher

· Excellent degree and/or postgraduate qualification in the main subject of the candidate, and appropriate teaching qualifications

· Strong level of scholarship in ICT and Computer Science

	Skills
	· Strong interpersonal skills and the ability to promote a mutually respectful working environment
· Excellent organisational skills, with a high level of efficiency, planning and strategic foresight

· Excellent communication skills, particularly when addressing staff, pupils or parents directly

· Confident in the use of ICT, and the ability to learn quickly when using unfamiliar packages

· The ability to work flexibly, using own initiative and prioritising effectively

· The capacity to work accurately under pressure with attention to detail

· Strong problem solving ability

· Excellent presentation skills, including the ability to chair meetings and present new initiatives to staff, pupils and parents

· Ability to understand and work with complex processes

· Excellent command of the English language
· Confident and creative practical skills

	Personal qualities
	· The ability to handle situations with discretion, tact and diplomacy

· Emotionally intelligent, with a strong understanding of how teachers work in a high-achieving school

· To show an ability to maintain confidentiality at all times

· High levels of personal and professional integrity

· High degrees of self-confidence, personal energy and dynamism

· Personal warmth, good rapport with pupils, colleagues and parents

· Appropriate levels of personal presentation

· A personal love of a subject and a love of learning 

	Philosophy and Ethos
	· A commitment to safeguarding and promoting the welfare of children and young people

· Strong support for the strategic direction of the school




