
SAINT CECILIA'S, Church of England School
JOB PROFILE

Assistant Curriculum Team Leader

                                 DATE    
May 2018
       JOB CONTEXT
 Saint Cecilia's Church of England School is a co-educational Church of England comprehensive school for pupils aged 11-18 years in the Diocese of Southwark and the London Borough of Wandsworth, specialising in the teaching of music and mathematics.  The school opened in September 2003 with 150 pupils in Year 7, and grew year on year until reaching full capacity in 2009.  There are now 950 pupils on roll, including approximately 200 in the Sixth Form.  
This job profile reflects the vision, aims and policies established by the School’s Governing Body.

This job profile recognises the requirements of the current Teachers' Pay and Conditions Regulations and reflects the vision, aims and policies established by the Governing Body.

                               TITLE 
 Assistant Curriculum Team Leader

JOB PURPOSE 
 To ensure that the aims of the school are put into practice and  that high standards of work and behaviour are maintained.

To assist in the management of a subject department(s), assisting the Curriculum Team Leader in devising and implementing appropriate systems to deliver the National Curriculum and assess pupils' work.

To assist the Curriculum Team Leader in ensuring that all statutory requirements are met and striving for the highest standards of teaching and learning.

To undertake any additional duties or responsibilities as reasonably determined by the Headteacher.


         ACCOUNTABLE TO

         for line management

         and Appraisal
Curriculum Team Leader
        ACCOUNTABLE FOR
       Line management


        for Appraisal



Key Tasks and Accountabilities
·     
 Core Purpose

a) To work with the Curriculum Team Leader and other colleagues on developing and regularly reviewing appropriate policies, strategic plans, action plans, programmes of study and handbooks to support the effective leadership for the subject(s) area(s).

b) To assist the Curriculum Team Leader in representing the needs and aspirations of the subject(s) area(s) and the views of colleagues in both school and local interest groups as appropriate.

c) To have regard to all school and departmental policies to ensure the health and safety of pupils and staff.

·   
 Teaching and Learning

a) To assist the Curriculum Team Leader in reviewing all relevant policies and work practices to ensure the highest quality of teaching and learning in the subject(s). 

b) To track pupil progress and achievement in the subject(s), providing support and guidance where necessary to enable individuals to set targets for future improvement, as well as offering praise, encouragement and reward as appropriate.

c) To assist the Curriculum Team Leader in ensuring that departmental records on pupil achievement and progress are fully maintained, regularly updated and available for use by appropriate colleagues.

d) To ensure that regular assessment of pupils' progress is undertaken within the subject(s) area(s) and that information is communicated to the Curriculum Team Leader, Headteacher, colleagues, pupils and parents as appropriate.
e) To ensure that arrangements are made for appropriate work to be set for pupils during the absence of the Curriculum Team Leader.

f) To undertake other specified activities relating to teaching and learning as directed by the Curriculum Team Leader.
·   
Team Working and Collaboration
a) To contribute to the professional development of departmental staff and other staff as directed by the Headteacher or the Curriculum Team Leader, in order to facilitate effective teaching and learning and encourage the highest possible pupil achievement.

b) To support the Curriculum Team Leader in the management of department meetings, recording action points and outcomes as appropriate.

c) To support the Curriculum Team Leader in monitoring processes within the subject(s) area(s) which will enable high levels of pupil achievement, including pupil grouping and the deployment of staff.

d) To support effective communication and excellent working relationships with colleagues, parents and other agencies as appropriate.

·   
Awareness  of Financial and Physical Resources

a) To support the Curriculum Team Leader in the management of the subject(s) area(s) budget(s).
b) To support the maintenance of an attractive, purposeful working environment for the subject(s) area(s). 

c) To undertake specific tasks relating to the subject(s) area(s) as directed by the Curriculum Team Leader.

·   
Evaluation and Quality

a) To participate in the Appraisal of staff as directed by the Headteacher.

b) To support the Curriculum Team Leader in evaluating the quality of teaching and learning in the subject(s) area(s), observing lessons taught by colleagues and providing appropriate feedback as required.

c) To provide opportunities for staff to share good practice and support each other.

d) To monitor, assess and review pupils' work to inform future planning.

e) To support the Curriculum Team Leader in overseeing departmental systems to ensure that pupils' achievements are monitored and recorded.
