Job Description January 2010  

Post Title Assistant Headteacher  - Teaching and Learning

Reporting to:  Head teacher

Responsible for:  T & L, Line Manager for 4 departments, ICT, Learning Coaches
Liaising with:  All staff (particularly HoD’s) 

Working time:  195 days per year. Full time. 

Salary/Grade:  L11 - 14 

Disclosure Level:  Enhanced. 

Key Responsibilities:  

1.  To lead and develop all aspects of Teaching and Learning ensuring appropriate and dynamic methods are successfully deployed across school. 

2.  To provide support and guidance in Personnel matters to the Head teacher ensuring an effective interface between all staff. 

3.  To lead and manage Essential Skills Wales Programme ensuring its successful deployment across the school. 

4.  To develop, lead and evaluate CPD across the school. 

5.  To oversee the planning and strategic management of professional development days.

6.  To develop whole school display in line with key Teaching and Learning messages and school ethos. 

7.  To put strategies in place to identify and share good practice within and outside the school linked to School Effectiveness Framework.

8.  To manage the School’s Performance Management Process 

9. To help build, communicate and implement a shared vision. 

10. To work collaboratively with other members of the Leadership Team in driving the raising of student attainment and achievement agenda. 
11. To develop, lead and manage whole school ICT development and training.

12. To coordinate and develop the role of the Learning Coach throughout the school.
Operational/ Strategic 

1.  To contribute to the strategic planning process. 

2.  To contribute to the School’s development process, including target setting, reviewing and self evaluation. 

3.  To help set and achieve challenging and ambitious targets. 

4.  To contribute to the School’s self evaluation, monitoring, and review cycle. 

5.  To support target setting across whole school, year group, subject area and individual student level. 

6.  To contribute to strategic financial planning in the areas of responsibility. 

7.  To investigate and contribute to the further development of effective models of organisation and principles of organisational development. 

8.  To lead and manage policy/strategy development within areas of responsibility. 

9. To prioritise, plan and organise self and others within areas of responsibility. 

10. To think creatively to anticipate and solve problems. 

11. To contribute to informed whole school decision making. 

12. To contribute to leading change within the organisation. 

13. To ensure that Health and Safety policies and practices are implemented, and reporting to the school’s Health and Safety Manager any concerns.  

14. To develop our partnership strategy to ensure a quality and continuous learning experience for students. 

15. To contribute to line management responsibilities relating to performance management process. 

16. To inspire, challenge, motivate and empower others within the organisation. 

17. To promote the School’s identity and good parent/carer and community relations. 

18. To contribute to managing the school effectively and efficiently on a daily basis. 

19. To contribute to the school working effectively towards the academic, spiritual, moral, social, emotional and cultural development of students. 

20. To contribute to the preparation and delivery of assemblies. 

21. To support the school in the implementation of its legal requirements and responsibilities. 

22. To foster the development of a learning community for all stakeholders. 

23. To participate in staff recruitment, selection and retention, where appropriate. 

Staff Development:  

1.  To promote awareness of the significance of inter-personal relationships and models of CPD. 

2.  To promote individual and team development. 

3.  To contribute to the understanding of the inter-connection between performance management and CPD, contributing to sustained school improvement. 

4.  To be responsible for the professional development of all staff  

5.  To promote the further development of a learning community which encourages professional reflection. 

Quality Assurance:  

1.  To ensure the effective operation of quality control systems. 

2.  To contribute to the development of quality assurance systems. 

3.  To contribute to individual, team and whole school accountability for student learning outcomes  

4.  To support the process of target setting in line with whole school procedures and to work towards achievement of these targets. 

5.  To actively challenge and seek out and implement modifications and improvements where required. 

6.  To audit and ensure the entitlement of all students to effective teaching and learning. 

7.  To implement statutory educational frameworks. 

8.  To contribute to whole school self evaluation using a range of evidence/data to support, monitor, evaluate and improve performance. 

9.  To engage others in a systematic and rigorous self evaluation. 

10. To take a lead in combining outcomes of regular school self review with external evaluations, to develop the school. 

11. To make a significant contribution to the School’s monitoring, review and self evaluation process. 

12. To support the School’s assessment, recording and reporting strategies. 

Management Information: 

1.  To ensure the maintenance of accurate and up-to-date information concerning areas of responsibility. 

2.  To promote the use of the data analysis to evaluate performance at subject area level. 

3.  To identify and take appropriate action on issues arising from data, systems and reports, setting deadlines where necessary and reviewing progress on the action taken. 

4.  To produce reports within the quality assurance cycle for the Leadership Team/Governing Body and appropriate external partners. 

5.  To produce reports on examination performance, including the use of value-added data. 

Communications:  
1.  To ensure effective communication and consultation as appropriate with the parents/carers of students, partners, staff and other colleagues of the Leadership Team. 

2.  To liaise with partner schools, higher education, industry, examination boards, awarding bodies and other relevant external bodies, as appropriate. 

3.  To represent the school’s views and interests. 

4.  To foster an open, equitable culture and manage conflict. 

5. To develop, empower and sustain individuals and teams to promote school improvement. 

6.  To collaborate and network, within and beyond the school, promoting school improvement and the adoption of best practice. 

7.  To give and receive effective feedback and act to improve personal performance, promoting reflective practice. 

8.  To model appropriate professional behaviours. 

Marketing and Liaison: 

1.  To contribute to the positive promotion of the school within the community. 

2.  To lead the development of effective links with partner schools, the community, external support agencies and wider network of educational institutions/organisations. 

3.  To lead and develop links with primary partners. 

Student Support:  
1.  To ensure that the Behaviour Management Policy is implemented while working across the school, to ensure behaviour for learning. 

2.  To promote strategies for raising achievement and achieving excellence for all students – implementing the school vision statement to value individual achievement 

3.  To promote inclusive approaches to student learning, attendance and behaviour management. 

4.  To promote effective models of Teaching and Learning to ensure the delivery of a quality service. 

5.  To promote effective target setting to improve teaching and learning.  
6. To support the Pastoral Teams in carrying out high quality pastoral care throughout the school.
Teaching:  
1.  To undertake an appropriate programme of teaching. 

Additional Duties:  
1.  To play a full part in the life of the school community, to support its distinctive mission and ethos and to encourage and ensure staff and students follow this example. 

Other Specific Duties: 

1.  To support the school in meeting its legal requirements for worship. 

2.  To continue personal and professional development as agreed. 

3.  To engage actively in the performance review and development process. 

4.  To undertake any other duty as specified by STPCD not mentioned in the above. 

5.  Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified. 

6.  Employees will be expected to comply with any reasonable request from a line 

manager to undertake work of a similar level that is not specified in this job description. 

7.  Employees will be expected to be courteous to colleagues and provide a welcoming environment to visitors and telephone callers. 

8.  The school will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition. 

9.  To comply with the school’s health and safety policy and to undertake risk 

assessments as appropriate. 

This job description is current at the date shown, but, in consultation with you, may be changed by the Headteacher to reflect or anticipate changes in the job commensurate with the grade and job title. 

