
	JOB DESCRIPTION
	ASSISTANT HEAD – RAISING KS3 ACHIEVEMENT

	Scale
	L12-16

	JOB PURPOSE

	The Assistant Headteacher will:

	· Extend the leadership of the Headteacher

	· Be a member of the Senior Leadership Team

	· Assist the Headteacher in leading and managing the school

	· Undertake such duties as are delegated by the Headteacher

	· Play a major role under the overall direction of the Headteacher in formulating and reviewing

	the School Improvement Plan and the aims and objectives of the school by:

	· establishing the policies through which they shall be achieved

	· leading and managing staff and resources to that end

	· monitoring progress and measuring impact towards their achievement.

	· Carry out the duties of this post in line with the remit outlined in the current School Teachers’

	Pay and Conditions Document including the conditions of employment for Assistant

	Headteacher’s and the school’s own policy.

	DESIGNATION OF POST AND POSITION 

	Responsible to the Headteacher

	MAIN DUTIES AND RESPONSIBILITIES

	Main Tasks

	· Raising Achievement in Key Stage 3, including line management of Head of Year 7 and 8

	· Lead the development and monitor the delivery of interventions and evaluate their impact.

	· Monitor Progress of Year 7 & 8 Pupils

	· Responsibility for Pupil Premium 

	· [bookmark: _GoBack]Responsibility for leading and developing whole school enrichment including extra-curricular activities nad .

	      and educational visits.

	

	

	The specific nature and balance of these responsibilities will vary according to the needs of the school.

	Class teacher responsibilities

	· To carry out duties of a school teacher as set out in the current School Teachers’ Pay and Conditions

	Document.

	· To carry out the duties of a general class teacher as detailed in the school’s class teacher job

	description, including some emergency cover for absent teachers

	· To be responsible for teaching across all key stages.

	The internal organisation, management and control of the school:

	To contribute to:

	· Maintaining and developing the ethos, values and overall purposes of the school

	· Formulating the aims and objectives of the school and policies for their implementation

	· To contribute to planning improvement which will translate school aims and policies into actions

	· Implementing the Local Authorities and Governing Body’s policies on equal opportunity issues for all



staff and pupils in relation to sex, gender, race, disability and special needs
· The efficient organisation, management and supervision of school routines
· The school’s line management.
Curriculum Development
· To monitor and evaluate progress and support of one or more year groups in agreement with fellow SLT members
· To contribute to:
· The development, organisation and implementation of the school’s curriculum
· School policies 
· Ensuring that the learning and teaching provided by different faculties and teaching teams form a co-ordinated, coherent curriculum entitlement for individuals
· Ensuring that information on pupil progress is used to improve teaching and learning, to inform and motivate pupils, to inform parents, to provide necessary references for other educational institutions and employers and to aid Governors in their management of the school
· Ensuring that the individual pupil’s continuity of learning and effective progression of achievement are provided
· To keep up to date with national policy and development in areas of responsibility and keep SLT informed of changes.
· The development of an effective pastoral curriculum that supports students’ learning and progress.
Student Welfare
· To Contribute to:
· The development, organisation and implementation of the school’s policy for the personal and
social development of pupils including pastoral care and guidance.
· The determination of appropriate pupil groupings
· The promotion among pupils of standards of conduct/discipline and proper regard for authority and the encouragement of good behaviour.
· The development of culture of independent learning.
· The handling of individual pupil disciplinary cases.
The management of staff
· To be responsible for the line management and performance management of specific middle leaders.
· To participate in the recruitment and development of teaching and non-teaching staff of the school.
· To contribute to good management practice by ensuring positive staff participation, effective communication and procedures.
· To participate in arrangements for the appraisal of the performance of teachers.
· The provision of professional advice and support and the identification of training needs.
Relationships
· To be responsible for fostering positive relationships across the school community.
· To advise and assist the Governing Body as required in the exercising of its functions including attending meetings and making reports.
· To help in maintaining and developing effective communications and links with parents and to provide positive responses to concerns and problems regarding their children’s educations and wellbeing.
· To assist liaison with other educational establishments in order to promote the continuity of learning, progression and curriculum developments.
· To develop and maintain positive links and relationships with the community, local organisations and employers.

	PERSON SPECIFICATION - ASSISTANT HEAD

	CRITERIA
	ESSENTIAL
	DESIRABLE

	Qualifications and career development:
	 
	 

	Qualified Teacher Status
	✓
	

	Evidence of recent professional development or action research
	✓
	

	Good Honours Degree
	✓
	

	Masters Degree or similar
	
	✓

	NPQSL either passed or working towards
	
	✓

	Experience
	 
	 

	Experience of teaching in a secondary school
	✓
	 

	Experience of teaching in more than one secondary school
	 
	✓

	Leadership and Management
	 
	 

	Leadership and management experience (not necessarily at senior level)
	✓
	 

	Experience of raising levels of achievement and attainment
	✓
	 

	Experience of school department development planning and evaluation
	✓
	 

	Effective team leadership, prioritising, planning, time management and delegation
	✓
	 

	Effective use of data to inform planning
	✓
	 

	Knowledge of strategic planning processes
	✓
	 

	Knowledge of strategies for communication with and beyond the school
	✓
	 

	Working with partners and the local community
	 
	✓

	Implementing a shared vision
	✓
	 

	Professional Knowledge and Understanding

	Candidates should be able to demonstrate a good knowledge and understanding of:

	Maintaining a high standard of teaching and learning
	✓
	 

	The central role of ICT in teaching and learning
	✓
	 

	Curriculum issues and development
	✓
	 

	Improvement – raising achievement
	✓
	 

	Personal Skills and qualities

	Candidates should show that they are able to demonstrate the following in a variety of ways:

	Enable pupils to achieve high expectations through good quality teaching and learning
	✓
	 

	Inspire pupils to have high aspirations and achieve their full potential
	✓
	 

	Build and maintain relationships with staff, governors, parents, pupils and the community
	✓
	 

	Inspire, motivate, challenge and empower others
	✓
	 

	Build and manage effective team(s)
	✓
	 

	Demonstrate commitment, enthusiasm and motivation
	✓
	 

	Foster an open, fair and courteous environment
	✓
	 




	 
	ESSENTIAL
	DESIRABLE

	Demonstrate strong analytical skills to inform improvement
	✓
	 

	Be innovative and able to manage change
	✓
	 

	Communicate effectively with a range of audiences
	✓
	 

	Have a genuine liking of young people
	✓
	 

	Show they have a sense of humour and perspective
	✓
	 

	Adaptability, flexibility and determination
	✓
	 

	Work independently and as part of a team
	✓
	 



Candidates will be expected to complete a medical questionnaire and an enhanced DBS check.
