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Headteacher 
Job Description 

 
This general description covers the six key aspects of the role.  
 

1. Shaping the future 
 

Have a thorough understanding of the following and use this to shape decision making and planning for the 
future: 

 The distinctive nature of a Community 11-19 Single Academy 

 Local, national and global trends 

 Ways to build, communicate and implement a shared vision 

 Strategic planning processes 

 Strategies for communication both within and beyond the academy 

 Strategic financial planning processes 

 New technologies, their use and impact 

 Leading change, creativity and innovation  

 How to set & achieve ambitious, challenging goals & targets to secure success  

 Inclusion and the ability and right of all to be the best they can be. 

 

In practice: 

 Provide a clear sense of direction and sense of values 

 Work collaboratively with learners, staff, parents, governors and the wider community to determine the vision 
and strategic direction for Birchwood Community High School and Birchwood College; ensure excellence and 

equity are promoted, and are effectively articulated, shared, understood and acted upon by all 

 Ensure that the effective strategic management of the academy’s finances, organisation and administration 
best secure its vision and aims 

 Make sense of developments in local and national education policy and respond to opportunities in ways that 

benefit the academy 
 

 

2. Leading teaching and learning 
 

Know about: 

 School self evaluation 

 What constitutes ‘outstanding teaching’ 

 Strategies for raising achievement and achieving excellence 

 Effective ways of monitoring and evaluating performance 

 Strategies for developing effective teaching 

 Data collection, analysis and interpretation 

 Curriculum design and management 

 The development of a personalised learning culture within the academy 

 To foster a love of learning  

 The use of new and emerging technologies to support learning and teaching 

 Principles of assessment for learning 

 Effective behaviour management 

 Effective attendance management 

 Strategies for ensuring inclusion, diversity and access 

 Using research evidence to inform teaching and learning 

 Independent learning and learning in non-traditional contexts (e.g. work-related) 
 

Be committed to: 

 Raising standards  

 The continuing learning of all members of the school community 

 The entitlement of all learners and students to effective teaching 

 Ensuring the curriculum meets the needs of every child 

 Working in partnership with parents and carers to support learning and development 

 
 

 
 



In practice: 

 Develop a culture that promotes high expectations of all learners in a creative, innovative and exciting 

environment where they feel safe and confident, so they can enjoy learning, make progress and achieve their 

full potential 
 Demonstrate personal enthusiasm for and commitment to the learning process 

 Model outstanding teaching and learning 

 Access, analyse and interpret information 

 Monitor teaching and learning across the academy rigorously 

 Acknowledge and celebrate excellence 

 Challenge poor performance 

 Lead and develop effective Worship throughout the academy. 

 

 
3. Developing self and working with others 
 

Know about: 

 The principles of ‘emotional intelligence’ 

 The significance of interpersonal relationships, adult learning and models of continuing professional 
development (CPD) 

 Strategies to promote individual and team development 

 Building and sustaining a learning community 

 The relationship between managing performance, CPD and sustained school improvement 

 The impact of change on organisations and individuals 

 

Be committed to: 

 Developing effective working relationships throughout the academy 

 Distributed leadership 

 Team working 

 Continuing professional development for self and all others within the academy 
 

In practice: 

 Manage multiple tasks and responsibilities 

 Organise own time effectively, prioritising appropriately 

 Delegate effectively 

 Set high expectations 

 Lead by example, modelling high standards of conduct and commitment 

 Foster an open, fair, equitable culture and manage conflict 

 Develop, empower and sustain individuals and teams 

 Collaborate and network with others within and beyond the academy 

 Inspire, challenge, influence and motivate others to attain high goals 

 Give and receive effective feedback and act to improve personal performance  

 Be resilient in the face of challenges and disappointments and maintain a positive outlook 

 Accept support from others including colleagues, governors and other partners 

 Achieve and demonstrate a good work/ life balance. 

 

 
4. Leading the organisation 
 

Know about: 

 Principles and models of organisations and organisational development 

 Principles and models of self-evaluation 

 School improvement strategies 

 Project management for planning and implementing change 

 Policy creation, through consultation and review 

 Strategic financial planning, budgetary management and principles of best value 

 Performance management 

 Personnel, governance, health and safety, security and access issues relating to the use of academy facilities 

 Legal issues relating to leading and managing an academy including Employment legislation, Risk 

Management, Equal Opportunities, Race Relations, Disability and Human Rights 

 The safe and secure use of new and emerging technologies to enhance organisational effectiveness 

 



Be committed to: 

 Distributed leadership and management 

 The equitable management of staff and resources 

 Developing and sustaining a safe, secure and healthy environment throughout the academy 

 Collaborating with others in order to strengthen the academy’s organisational capacity and contribute to the 

development of capacity in other educational organisations 
 

In practice: 

 Establish and sustain appropriate structures and systems 

 Manage the school efficiently, safely and effectively on a day-to-day basis 

 Undertake the role of Accounting Officer on behalf of the academy 

 Delegate management tasks and monitor their implementation 

 Make professional, managerial & organisational decisions based on informed judgements 

 Think creatively to anticipate and solve problems 

 Understand what is important and prioritise accordingly. 

 
 

5. Securing Accountability 
 

Know about: 

 Statutory educational frameworks, including governance 

 Policy related to Academies and accountability frameworks, in particular, OFSTED and Charities Commission 

 The contribution that education makes to developing, promoting and sustaining a fair and equitable society 

 The use of a range of evidence to monitor, evaluate and improve aspects of academy life where applicable, by 

challenging poor performance 

 Assessment systems and performance data related to learners and students 

 Quality assurance systems, including school self evaluation and performance management 

 The importance of the academy’s obligations to its stakeholders and community  
 

Be committed to 

 Principles and practice of school self evaluation 

 The academy working effectively and efficiently towards the academic, spiritual, moral, social, emotional and 

cultural development of all its learners and students 

 Individual, team and whole-school accountability for learning outcomes 
 

In practice: 

 Demonstrate political insight and anticipate trends 

 Engage the academy community in systematic and rigorous self-evaluation of the effectiveness of policy and 

practice 

 Collect a rich set of data to understand the strengths and weaknesses of the academy and use this 
information to focus intervention and support 

 Combine the outcomes of self-evaluation with external evaluations to develop the academy 

 Set challenging targets and achieve them 

 Provide the Governing Body with information, objective advice and support to enable it to meet its 

responsibilities for securing effective teaching and learning and improved standards of achievement and for 
achieving efficiency and value for money. 

 To take responsibility for Safeguarding, promoting awareness of it in the academy and its community.  

 As Accounting Officer, take account of the requirement for regularity, propriety, value for money and statutory 

responsibilities as set out in the Academies Financial Handbook. 

 
 

6. Strengthening Community 
 

Know about: 

 Current issues and future trends that impact on the academy community 

 The rich and diverse capital within our local communities – both social and physical 

 Models of partnership between the academy, home, community and businesses 

 The work of other agencies and opportunities for collaboration 

 Strategies which encourage parents and carers to support their children’s learning 

 The strengths, capabilities and objectives of other schools and colleges 
 

 



Be committed to: 

 Effective team work within the academy and with external partners, including partner primary schools 

 Work with other agencies for the well-being of all learners, students and their families 

 Involving parents/carers in supporting their children’s learning 

 Collaboration and networking with other schools and colleges to improve outcomes for children 

 

In practice: 

 Use the richness & diversity of the academy’s community to build cohesion 

 Listen to, reflect and act on community feedback 

 Build and maintain effective relationships with parents, carers, partners and the community that enhance the 
education of all learners and students  

 Work collaboratively and share effective practice with partner primary schools, other local schools and the 

wider educational community, working in partnership with others to promote innovative initiatives 

 Develop the wider curriculum to fully exploit new learning opportunities for the community. 
 

 



Headteacher 
Person Specification 

 
 

TRAINING AND QUALIFICATIONS 

Essential/ 
Desirable 

Evidence: 
(Application/ 
Interview/ 
Reference) 

Qualified teacher status E A 
Degree E A 
Higher degree D A 
Post-entry curriculum or management qualification D A 
National Professional Qualification for Headship D A 
Recent participation in a range of relevant in-service training E A 

LEADERSHIP AND MANAGEMENT EXPERIENCE   
Middle leadership experience E A 
Senior leadership experience in secondary education E A 
Worked in more than one school D A 
Whole school strategic planning  D A/I 
Leading and managing major whole-school initiatives E A/I 
Leading, managing and delivering  significant elements of a school improvement plan that resulted 
in a positive impact 

E A/I 

Leading and managing assessment  D A/I 
Devising and implementing effective monitoring systems across the school E A/I 
Leading and managing innovative approaches to improving teaching and learning across the 
school 

D A/I 

Leading and managing effective strategies to raise achievement  across the school E A/I 
Leading and managing a budget E A/I 
Experience in leading whole school assemblies D A/I 

PROFESSIONAL SKILLS, KNOWLEDGE AND UNDERSTANDING   

Outstanding teacher E R/I 

Critical, analytical and strategic thinking E R/I 

Ability to analyse and interpret data E I 

Knowledge of national policies, priorities and statutory frameworks E I 

Application of ICT to teaching, learning and management E I 

Managing staff and HR issues and the capacity to hold others to account  E I 

Securing and effectively deploying finance and resources D I 

Committed to inclusive education E A/I 

Committed to partnership working E A/I 

PROFESSIONAL SKILLS, KNOWLEDGE AND UNDERSTANDING   
Excellent Attendance and Punctuality  E R 

Decision Making skills E R/I 

Communication skills E R/I/A 

Professionalism and Self-management E R/I 

Interpersonal and negotiation skills E R/I 

Personal impact and presence E R/I 

Adaptability to changing circumstances and new ideas E R/I 

Self-motivated E R/I 

Creative thinker E R/I 

Integrity E R 

Reliability E R 

Reflective practitioner E R/I 

Self-confidence E R/I 

Resilience E R/I 
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