


Job Title: 		Head of Taunton School International Middle School
Job Reference No:	17-18039
Responsible to:  	Principal Taunton School International
Hours per week:	Full time
Salary:			Dependent on experience

[image: ]Background
Taunton School was founded in 1847.  It is an independent day and boarding school for approximately 1100 boys and girls, aged from 2 to 18 years.  The aim of the School is to prepare young people to shape the world in the 21st century.  
 
Taunton School International (TSI) was set up by Taunton School in 1996 to provide a first step for international students wishing to complete their education in a British school.  It is located on the school campus, is fully residential and has places for 84 boys and girls aged 14 to 17 years.  It shares the school’s facilities and is part of the school community.  It operates a term-time one year GCSE course and an academic Senior Summer School.  

In 2012, Taunton School International expanded its provision by opening a Middle School (TSIMS, known internally as The Grange) for up to 60 international students aged 8 to 14.  TSIMS is located 3 miles off campus and is largely self-contained, although students use Taunton School facilities for some lessons and for Games and are expected to join Taunton School or Taunton School Preparatory after a maximum time of a year. TSIMS also operates an academic Junior Summer School.

There is rolling enrolment at any time, subject to availability of places.  The changing pupil base, diversity of cultures and backgrounds and the need to respond to international market forces make TSIMS a exciting and stimulating environment in which to work.  All TSIMS staff are employees of Taunton School, reporting to the Principal TSI through the Head of TSIMS.  

The Head of TSIMS is responsible for its overall management, ensuring that all aspects of the operation conform to current legislation, Taunton School’s agreed policies and procedures and reflect best practice.  

Taunton School is an Equal Opportunities Employer and is caring and reasonable in its approach to all staff; it values its staff and has achieved gold standard in the Investors in People Award.       



Overall Purpose
The Head of Middle School oversees all aspects of the academic and pastoral provision of Taunton School International Middle School. S/he is responsible for the smooth day-to-day running of the term time course, its academic rigour, the pastoral care and discipline of the students, the health and safety of staff and students both on and off site and the deployment and proper training of all members of staff.  S/he must also be prepared to be fully involved in the admissions procedure and the marketing of the courses, including hosting visits, and liaising with parents, guardians and agents. S/he will be required to work within fixed budgets and oversee the administration of TSIMS.  S/he must have the ability to manage as well as develop TSIMS and show strong leadership skills.  

S/he will be a member of the TSI SMT.  This will involve supporting the life of the school, including evening, weekend, holiday and overnight cover if necessary, on a rota basis with the other members of the TSI Senior Management Team (the Principal, Deputy Principal and Assistant Principal).

The Head of Middle School will be line managed directly by the Principal TSI and can expect a high level of autonomy once their probationary period has successfully ended.  However, the Deputy Principal TSI and Assistant Principal TSI are at a higher level in the organisational hierarchy and will have significant input into the academic and pastoral provision respectively.  The Summer School Director has responsibility for the Junior Summer School and for recruitment and the Head of Middle School is expected to facilitate these two functions at her request.

The Head of Middle School will hold a degree plus have a minimum of three years’ full-time, relevant experience of managing people.  Preferably s/he should have a further professional teaching qualification and at least TEFLI status as recognised by the British Council.  S/he will teach a reduced timetable in term time and, in common with all other TSIMS employees, will be required to work for between two to three weeks on the Junior Summer School.

Duties and Responsibilities

Student Provision
The Head of TSIMS is responsible for the smooth running of TSIMS and for all aspects of quality in the academic and pastoral provision.  S/he oversees all curriculum policy in consultation with the Deputy Principal TSI and ensures that teaching is effective, of a high standard and likely to lead to fast integration into the mainstream.  S/he observes staff teaching as part of the appraisal system. S/he must also work with the Assistant Principal TSI to ensure that the pastoral provision is of a high standard and student welfare given the highest priority.  The day-to-day routine must be maintained and discipline upheld through the fair administration of a rewards and sanctions system. S/he is responsible with the Assistant Principal TSI for weekend and evening provision, through the houseparents, ensuring a good range of activities for students and a fair rota for staff.  

Safe Environment
The Head of Middle School is responsible for Health and Safety at TSIMS, both on campus and during trips and educational visits. S/he is supported in this by the Principal of TSI and by the H&S Officer of Taunton School.

Staff Recruitment, Management and Development
The Head of Middle School supports the Principal of TSI in the recruitment of staff for TSIMS.  S/he is responsible for managing staff so that they are able to perform their duties to the best of their abilities.  S/he works with the Deputy Principal and Assistant Principal of TSI to induct new staff, implement TSI’s Performance Management Policy and provide opportunities for training and development.

Financial Management
The Head of Middle School has responsibility for TSIM’s budgets, as delegated by the Principal TSI. 

Student Recruitment
The Head of Middle School works with the Principal of TSI and the Director of Marketing and Admissions to ensure that TSIMS operates at least at the target number.  This means having a commercial outlook and an awareness of all aspects of marketing including liaison with parents, agents and others and hosting visits by them.  Some international travel may be necessary.  

Liaison with Parents, Guardians and Agents
The head of TSIMS is the point of contact between TSIMS and parents or their representatives in questions of academic progress or pastoral supervision.  S/he works with the Principal TSI to ensure smooth onplacement into the Preparatory or Senior School as and when appropriate and oversees the reports system.

Administration
The Head of TSIMS works with the Principal of TSI to ensure that systems are in operation to achieve efficient and effective admissions procedures, record keeping and communication with other parts of Taunton School, parents, agents and other stakeholders.

Leadership
The Head of TSIMS has delegated authority from the Principal of TSI and is required to provide sound judgment and strong leadership to the team at TSIMS.  
  
The duties and responsibilities shown above are not intended to be exhaustive and the Head of TSIMS will be expected to be flexible and to take on new responsibilities as necessary to meet the changing needs of a new and expanding part of the School.

Skills Required

1. Demonstrates leadership and personal responsibility by motivating,  showing drive and determination, organising work without supervision, being adaptable and showing good judgement; 

1. Demonstrates planning skills with meticulous attention to detail;

1. Works effectively with other people by being self-aware; treating people equally and sensitively, developing good working relationships, sharing knowledge and information, being a good team member, managing conflict where it arises;

1. Gets the job done by delivering what is required on time and to the appropriate quality by forecasting and producing plans, monitoring progress against plans and reviewing performance, gathering and analysing information, creating solutions and managing change;

1. Manages resources effectively such as time, people, equipment, ICT, information, knowledge, budgets and accommodation making best use of resources available to implement School policies and procedures to achieve School aims;

1. Communicates clearly by getting the message across effectively, listening carefully and responding to feedback, representing TSIMS professionally, persuading and influencing, interviewing fairly and negotiating to achieve the best outcome. 
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