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JOB DESCRIPTION
Job Title:		Assistant Headteacher: Curriculum & Timetabling. ISR 12-16
Salary Grade:		Leadership Pay Scale L12 – L16
Hours/Weeks		1.00 FTE
Location:		The Westwood Academy
Line Manager	:	Head of School
Tenure:	Permanent 

KEY PUPOSE:
The key purposes of this role will be to lead on the delivery of an appropriate curriculum and have responsibility for timetabling. Additionally, this role will also involve responsibility for GDPR within the school. 

The post holder will work in partnership with the Head of school, to ensure the continuous improvement of the school. As Assistant Headteacher, you will be required to meet the general requirements of this post as specified in the School Teachers’ Pay and Conditions Document. In addition, you will be required to fulfil any reasonable expectations from the Head of school and have responsibility for specific tasks and the leadership of whole school aspects, which will be determined from time to time in consultation with the Head of school.

ACCOUNTABILITIES:
1. To lead on the strategic development of the curriculum; accounting for local and national development and priorities
1. Plan and review curriculum model to ensure cost effective practice 
1. Coordination and delivery of the Options process
1. Production of curriculum timetable
1. GDPR
1. Line management of subjects (tbc)
1. To support on interventions across all departments and work with Subject Leads to secure improved outcomes through a data driven approach
1. Quality nominee for BTECs


KNOWLEDGE AND SKILLS:
Assistant Head of School should demonstrate their knowledge and understanding of:
· School improvement and effectiveness strategies, including the process of school self-evaluation processes and systems for quality assurance within all areas of student welfare and academic achievement
· Principles and practices in relation to managing learning and teaching, people, policy and planning, resources, finance and performance management 
· Principles and practices of implementing change programmes
· The application of information and communications technology (ICT) to monitor and evaluate students’ progression and promote achievement
· Knowledge of various external agencies which provide support to students (and their families)


CORPORATE RESPONSIBILITIES:
· To ensure that the responsibilities of the role are carried out in a way that reflects the vision and values of the Trust.
· To comply with all reasonable management requests.

OTHER:
· Working in collaboration with the Trust and all Trust staff as appropriate.
· Covering for absent colleagues and undertaking other duties commensurate with the grade.
· Willingness to travel to any Academy within the Trust as required.
· Maintaining knowledge and skills and undertake any training as necessary.
· Safeguarding and promoting the welfare of children of whom you come into contact with.


SUPPORTING THE WORK OF THE MULTI ACADEMY TRUST
Assistant Headteacher at The Westwood Academy, Kenilworth Multi Academy Trust will be expected to develop and maintain strong, positive relationships with colleagues in the Trust, and within the family of Trust academies.


SAFEGUARDING CHILDREN AND SAFER RECRUITMENT
This trust is committed to safeguarding and promoting the welfare of children and young people as required under the Education Act 2002 and expects all staff and volunteers to share this commitment. The post is subject to enhanced DBS disclosure, prohibition and disqualification checks.


ADDITIONAL DETAILS
Whilst every effort has been made to explain the main duties and responsibilities for the post, each individual task undertaken may not be identified. Staff will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description. This job description will be reviewed annually and the trust reserves the right to alter the content of this job description, after consultation with the post-holder, to reflect changes to the job or services provided, without altering the general character or level of responsibility.



Signed …………………………………………………..Date…..……….…..…………………….. 
(Post-holder)


Signed……………………………………………………Date……………..………………………..
(Line Manager)

	



Personal Qualities, 
Qualifications and Experience



	Measured By

	
	Essential
	Desirable
	Application
	Interview Process
	References

	Qualifications and Training

	1
	Right to work in the UK
	ü
	
	ü
	
	

	2
	GCSE grade C or above or equivalent in Maths & English
	ü
	
	ü
	
	

	3
	Qualified to degree level
	ü
	
	
	
	

	4
	Maths degree
	
	ü
	ü
	
	

	5
	Qualified Teacher Status
	ü
	
	ü
	
	

	Professional Experience and Knowledge

	1
	Strategic responsibilities in school leadership and management
	
	ü
	ü
	ü
	

	2
	Knowledge of curriculum planning and timetabling
	
	ü
	ü
	ü
	

	3
	Managing an area of curriculum development
	
	ü
	ü
	ü
	

	4
	Leading and managing staff successfully
	
	ü
	
	
	

	5
	School development and improvement planning
	
	ü
	ü
	ü
	

	6
	Raising attainment 
	
	
	
	
	

	7
	Assessment and intervention planning 
	
	ü
	
	
	

	8
	Oversight of behaviour support strategies and interventions
	
	ü
	
	
	

	9
	Understands and demonstrates the importance of confidentiality and discretion
	ü
	
	ü
	ü
	

	10
	Experience of managing priorities in a pressurised environment whilst meeting agreed deadlines/timescales
	ü
	
	ü
	ü
	

	11
	Experience of building and maintaining effective working relationships
	ü
	
	ü
	ü
	

	12
	Has an understanding and knowledge of safeguarding and promoting the welfare of children

	ü
	
	ü
	ü
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