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INVICTUS EDUCATION TRUST
RECRUITMENT JOB DESCRIPTION

JOB TITLE: Second in English
SCHOOL: 
Wombourne High Schoo
 
SALARY SCALE: MPS/UPS


TLR: 2B
TYPE OF CONTRACT:  Permanent
REPORTS TO: 
Head of English and Headteacher
MAIN PURPOSE OF THE JOB: 
The Second in English holds a responsible position within the school. The responsibilities of the post require the post holder to work closely with the Head of Department in providing leadership and management of specific aspects of Faculty provision to ensure high standards of achievement and progress.

The post holder is expected to keep abreast of developments in education, both in their own subject area and more generally so that they can contribute to discussion and planning within the Faculty to support and improve provision. 

In the absence of the Head of Department, the Second will carry out duties required to ensure effective teaching and learning within the Faculty and will support staff to ensure that standards of behaviour in the Faculty are maintained.  

Duties outlined in this document are in addition to those duties expected of a subject teacher. 

MAIN DUTIES/ACTIVITIES
Responsibilities/Accountabilities: 

Standards: 

•
Support the Head of Department in the preparation of the Department Improvement Plan and Department SEF

•
Work under the direction of the Head of Department to monitor and evaluate the quality of provision within the Faculty and support improvement 

•
Participate in Appraisal in line with statutory requirements

•
Support the Head of Department in investigating parental feedback on the quality of provision and addressing any concerns.  

Progress:

•
Review student progress using internal and external data and identify areas of underachievement (year groups, classes, individuals and cohorts such as more Able, Pupil Premium, girls, boys, SEN etc)

•
Review the impact of the following on progress: 

o
Curriculum 

o
Teaching and Learning

o
Schemes of Learning and Resources 

o
Differentiation 

•
Prepare a plan and programme of intervention strategies to address issues relating to progress

•
Monitor and evaluate the impact of this plan and use the findings to inform future plans  

Curriculum 

•
Support effective curriculum provision within the Faculty that promotes progress. Work with the Head of Department, Subject Co-ordinators and teaching staff to: 

o
Audit current courses and schemes 

o
Evaluate provision and plan and implement improvements 

o
Monitor the impact of this plan 

Teaching and Learning:

•
Work with TLR postholders and Seconds in Department to encourage independent learning by students across the school

o
Plan with this group a programme of strategies that can be used to encourage independence 

o
Work with staff and students to implement these strategies 

o
Review impact and plan further improvements

•
Work directly with staff to improve the quality of Learning and Teaching in the Faculty.

Rewards and Sanctions:

•
Work with the Head of Department and Faculty staff to ensure that student attitudes within the Faculty are good and that the link between good teaching and learning and positive attitudes is fully realised.

Professional Development: 

•
Contribute to the selection of teaching staff within the Faculty

•
Monitor, review and evaluate the work and duties of staff within the Faculty

•
Work with Head of Department and staff in building capacity within the Faculty

•
Deliver appropriate INSET within the Faculty to improve educational provision

Communication:

•
Actively contribute to Faculty meetings to improve the quality of provision within the subject

•
Assist the Head of Department with the production of agendas and minutes for Faculty meetings

•
Represent the Head of Department at appropriate meetings both in and out of school

•
Liaise with other Faculties and cross-curricular co-ordinators when necessary

•
Contribute to the creation of an ethos of sustained Faculty improvement and a climate where good practice is shared

Resources, Safety and Environment:

•
Work with the Head of Department to ensure effective management and use of Faculty budgets, resources and materials

•
Support work done within the Faculty to maintain Health and Safety of staff and students

•
Make a significant contribution to work being done in the Faculty to present a stimulating learning environment

•
Liaise with subject staff and display technician to ensure that classrooms have high quality display material

Subject Profile:

•
Work with the Head of Department and other staff to arrange, support and promote such activities that will enhance student awareness of the subject and thus enrich life within the school

SUPPORT FOR THE TRUST

It is the responsibility of all adults employed at Invictus Education Trust to safeguard and promote the welfare of children and young people. This responsibility extends to a duty of care for those adults employed, commissioned or contracted to work with children or young people
Be aware of, and comply with, policies and procedures relating to child protection, health & safety, security, confidentiality and data protection, reporting all concerns to an appropriate person  

To take a full part in promoting the good name of the Trust and contributing positively to the overall ethos/work/aims of the Trust and ensure equal opportunity for all

Participate in training, other learning activities and performance development as required

Recognise own strengths and areas of expertise and use these to advise and support others

Attend and participate in meetings as required

Where required comply with the Trust’s Dress Code
To carry out other duties as required by the Executive Headteacher
All staff employed by the Trust School will be expected to accept reasonable flexibility in working arrangements and the allocation of duties including duties normally allocated to posts at a lower responsibility level, in pursuance of raising student achievement and effective team working.  

Any changes will take account of salary/status/hours and will be subject to discussion, in accordance with the guidance note on contractual changes
SPECIAL CONDITIONS:
There is a confidentiality component to this role and the post holder needs to undertake the duties of this role in a strictly professional and confidential manner.
PERSON SPECIFICATIONS QUALITIES & ATTRIBUTES
To be reliable and punctual and have good attendance
Ability to relate well to children and adults and to form and maintain appropriate relationships and personal boundaries with children and young people
To be physically fit and able to undertake the duties detailed in this job description
To have a polite, friendly and flexible approach to work

To be able to work constructively as part of a team understanding of school rules, duties and responsibilities

To follow instructions
To keep calm and maintain an air of control/authority
EXPERIENCE/QUALIFICATIONS/TRAINING
Good numeracy and literacy skills

Effective written and oral skills

Previous experience of working in a school environment may be beneficial
You will be required to undertake full training for this position

