	Job Description – Head of Classics
Caistor Grammar School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.



	Summary of the Role and Line Management:


	Appointed by and directly accountable to the Headmaster.  On a day to day you are responsible for the quality of teaching and learning in your department and are line managed by a member of the Senior Leadership Team.  The subject leader is required to show leadership in securing standards of excellence in teaching and learning and plays a key role in developing school policy.  


	Skills and attributes essential to the Head of Classic’s role
	· Leadership skills, attributes and professional competence.
· Decision making skills: the ability to solve problems and make decisions.

· Communication skills: the ability to make points clear and understand the views of others.

· Self-management: the ability to plan time effectively and to organise oneself well.
· The ability to plan the strategic development of the Classics department and to advise the Headmaster accordingly.

· Finance: the ability to control the department’s budget in consultation with the Finance Manager and the Headmaster


	
	

	Main Duties and  Responsibilities:
	Curriculum – the strategic direction and development of the subject within the context of the school’s aims and policies which guides subject policies, plans, targets and practices.

· Co-ordinating the work of the Classics department.
· Promoting and safeguarding the welfare of children and young persons for who you are responsible and with whom you come into contact with.
· Keeping abreast of developments in your subject, teaching methods, etc. and attending meetings and in-service courses by arrangement with the Headmaster making use of any opportunities for inter-departmental initiatives and co-operation.

· Formulating the aims of the department; planning schemes of work for the department within the School’s Curriculum Policy; producing, reviewing and updating the departmental documents as necessary; evaluating new syllabuses.

· Being familiar with all the subject requirements for Public Examinations and ensuring proper preparation of the pupils for them; organising the moderation of any coursework required.

· Liaising with the Examinations Officer in arrangements for Public and Internal School Examinations.
· Liaising with the Assistant Head (Operations) to plan staff deployment for the timetable.  


	Line Management Duties and Responsibilities
	Day to day management 

· Providing induction for and guidance of new staff in syllabus, resources, procedures for marking, reporting etc; supervising trainee teachers within the department (if appropropriate).
· Overseeing curriculum Health and Safety within the department.
· Development of the department through in-service training, professional organisations and active involvement in wider school activities.

· Ensuring good communication and sending brief minutes to your SLT line manager as part of meetings.
· Writing the department’s development plan and writing and reviewing the department’s self-evaluation statement
· Writing the department’s examination report for all key stages.
Resources – the efficient and effective deployment of Staff and Resources which identifies appropriate resources for the subject, ensuring that they are used efficiently, effectively and safely.
· Creating and deploying learning resources effectively; ordering textbooks and other material within budget provisions and keeping an account of departmental expenditure.

· Checking stock and resources and taking steps to ensure against unreasonable loss, wear and tear.

Pupils – securing and sustaining effective teaching of the subject, evaluating the quality of teaching and standards of pupils’ achievements, setting targets for improvement.
· Ensuring high expectations and get the best out of pupils with varying needs and abilities.

· Encouraging interest in the subject and participation in fieldwork or other appropriate activities.

· Encouraging high standards of work and drawing attention to achievement through classroom displays, exhibitions for Open Days, and specifically for the Classics department.
· Designing, setting and managing homework, so that it is a valuable extension of class activities and helps pupils to develop independent learning skills.

· Contributing to pupils’ core skills of literacy, numeracy and IT capability; contributing to pupils’ spiritual, moral, social and cultural development.




You may also be required to undertake such other comparable duties as the Headmaster requires from time to time. 

	Person Specification

The Schools are committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.



	
	Essential
These are qualities without which the applicant could not be appointed
	Desirable

These are extra qualities which can be used to choose between applicants who meet all of the essential criteria
	Method of 
Assessment

	Qualifications
	The professional, technical or academic qualifications that the applicant must have to undertake the role or the training that they must have received
· Honours degree in relevant subject.
· Post-graduate certificate in education.
	The professional, technical or academic qualifications that the applicant would ideally have to undertake the role or the training that they should ideally have received

· Initial Teacher Training Qualification.
· Higher Degree in an appropriate subject.
	Production of the applicant’s certificates

	Experience:
	The categories of work or organisations, types of achievements and activities that would be likely to predict success in the role.

· Experience of teaching up to and including A level standard.
· A record of successful achievement in teaching GCSE and A level students.

	The categories of work or organisations, types of achievements and activities that would be likely to contribute to success in the role.

· Recent participation in both subject based and relevant middle management courses. 
· Recent management experience.
	Contents of the Application Form.

Interview

Professional references

	Skills
	The skills required to perform effectively in the role.
· Ability to lead by example.
· The ability to function as an integral member of a teaching team.
· Ability to inspire departmental colleagues.
	The skills that would enable the applicant to perform effectively in the role.

· The ability to adopt a variety of teaching techniques.
· The ability to use a variety of ICT techniques effectively in teaching.
· The ability to teach across the 11-18 age range.
	Contents of the Application Form

Interview

Professional references

	Knowledge
	The knowledge required by the applicant to perform effectively in the role.

· Sufficient knowledge and understanding of the subject to teach effectively up to A level standard.
	The knowledge that would enable the applicant to perform effectively in the role.

· Awareness of recent developments in teaching of the relevant curriculum area.
	Contents of the Application Form

Interview

Professional references

	Personal competencies and qualities
	The personal qualities that the applicant requires to perform effectively in the role and to ensure that the applicant safeguards and promotes the welfare of children and young people
· Motivation to work with children and young people. 

· Ability to form and maintain appropriate relationships and personal boundaries with children and young people. 

· Positive attitude to use of
authority and maintaining
discipline.

· Interest in and enthusiasm for your academic discipline
· Ability to express thoughts and ideas clearly and accurately in speech and in writing.
	The personal qualities that would assist the applicant to perform effectively in the role.
· A sense of humour
	Contents of the Application Form

Interview

Professional references


