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JOB DESCRIPTION & KEY ACCOUNTABILITIES
Post Title: Assistant Headteacher 		
Salary/Grade: L12-L16
Location: Oakwood Park Grammar School, Maidstone 

MAIN PURPOSE OF JOB
The purpose of the Assistant Headteacher is to provide professional leadership for the school in order to promote high quality teaching, learning and assessment for all students. Professional leadership of this area will lead to exceptional outcomes for all learners. 
POSITION IN ORGANISATION
Line manager: Deputy Headteacher – Quality of Education 
KEY AREAS OF RESPONSIBILITY 
The duties outlined here are in addition to those covered by the latest School Teachers' Pay and Conditions Document. 
Strategic direction and development of the school 
· Lead on Data, Assessment and Reporting, ensuring accurate tracking and analysis to support student progress
· Support the Head Teacher in strategic planning and school development
· Line manage staff and promote continuous professional development
· Ensure high standards of teaching, learning, and assessment
· Contribute to the safeguarding and well-being of all students
· Represent the school in the community and with stakeholders
· Support a distinctive community ethos that is inclusive and applies the appropriate values, attitudes and practices in all aspects of school life 
Standards and expectations 
· Contribute to creating and maintaining an environment where the professional development of staff is prioritised
· Manage designated areas to ensure improvements in students’ knowledge, skills and abilities and facilitate excellent student progress
· Monitor the quality of provision through implementation of effective quality assurance systems and collaborate with middle leaders to develop strategies to eradicate inconsistencies in teaching and learning 
· Lead by example acting with integrity and respect in all aspects of leadership, showing professional regard for the policies, practices and the ethos of the school
· Lead staff and deliver relevant and high quality professional development on areas within remit of the role 
· To line manage specified teaching and non-teaching staff
· Show an understanding of, and always act within, the statutory frameworks which set out professional duties and responsibilities
Learning and Teaching 
· Undertake a designated programme of teaching across all key stages, consistently delivering high quality lessons
· Act as a role model through an open door policy in lessons and modelling real practice
· Maintain appropriate records and provide relevant accurate and up-to-date information for SIMs registers including the completion of the relevant documentation to assist in the tracking of students in lessons taught
· Set expectations for staff and students in relation to standards relevant to remit
· Prioritise and manage time effectively, undertaking continued professional development in line with the role
· Maintain discipline in accordance with the school procedures, and encourage good practice with regard to punctuality, behaviour, standards of work and homework
· Contribute towards reviewing, developing and refining schemes of work for departments taught in to extend and improve current resources
· Update professional knowledge and expertise as appropriate to keep up to date with developments in teaching practice and methodology in general, and in the curriculum areas taught in
· Ensure high quality learning environments within the department areas taught in
· Monitor the quality of the learning experience of students and lead appropriate intervention where required
· Promote a positive attitude to learning and celebrate excellence
Leading and managing staff
· Support and deputise for the Headteacher and Deputy Headteachers, as appropriate
· Contribute to inspiring, motivating, developing and enabling staff in the school to carry out their respective roles to the highest standard
· Help plan, allocate, support and evaluate work, ensuring effective delegation of tasks and responsibilities
· Contribute to encouraging, leading, supporting and coordinating the continuing professional development of staff
· Contribute to implementing effective systems of performance management
· Ensure professional knowledge is kept up to date
· Provide regular feedback for colleagues in a way which recognises excellent practice and results in a tangible impact on the learning and progress of young people
Effective communication 
· Communicate effectively with staff, students and parents and carers of students as appropriate
· Provide information, advice and support to the Governing Body to enable it to meet its responsibilities
· Where appropriate, communicate and co-operate with persons or bodies outside the school
· Follow agreed policies for communication in the school
· Attend, lead and contribute to meetings
· Take part in marketing and liaison activities such as Open Evenings, Parents’ Evenings
Whilst every effort has been made to explain the main duties and accountabilities of the post, each individual task undertaken may not be identified. This Job Description may be amended at any time, following consultation between the post holder and Headteacher and will be reviewed annually. 
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