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‘Learning and growing together through prayer, belief and love’



JOB DESCRIPTION & PERSON SPECIFICATION – ASSISTANT HEADTEACHER

Contract:	Permanent
Hours:	36 hours per week (39 + 3 weeks)
Grade / Salary:		 
Responsible to:	Headteacher

PRINCIPLES
The Assistant Headteacher is expected to undertake all the professional duties of a teacher, under the terms and conditions specified in the current School Teachers' Pay and Conditions Document, and under the reasonable direction of the Headteacher. In addition the Assistant Headteacher will be expected to assist the Headteacher and Deputy Headteacher in the management and development of the school through the duties and responsibilities detailed below.
JOB PURPOSE
To assist the Head and the Deputy in the strategic leadership of the school; 
To support the interpretation and analysis of whole school assessment data;
To line manage classroom teachers and support staff;
To take a leading role in whole school development of the curriculum and teaching and learning;
To be responsible for a curriculum subject;
To deputise for the head teacher or deputy in their absence
KEY DUTIES AND RESPONSIBILITIES
· In fulfilment of all responsibilities and duties, the Assistant Headteacher should show a commitment to the Catholic ethos, Mission Statement, aims and policies of the whole school, and strive to maintain these through personal conduct and effective relationships with colleagues and pupils
· Assist the headteacher in the formulation and review of the aims and objectives of the school, and in establishing the policies and procedures through which they will be monitored and achieved
· Provide professional leadership for the school to secure high quality teaching, effective use of resources and improved standards of learning and achievement for all pupils
· Play a leading role in the process of school self-evaluation
· Be an effective member of the Higher Leadership Team
· Be a Deputy Safeguarding Lead alongside the safeguarding team
· Play a leading role in monitoring standards of teaching and learning within a Key Stage
· Lead the development of Pupil Achievement (Assessment for Learning, Tracking, Target Setting) and monitor and evaluate school, local and national trends
· Assist the Higher Leadership Team in developing, implementing and monitoring the School Improvement Plan and Self Evaluation Form
· Monitoring the quality of delivery of the curriculum Lead School Leading or supporting with improvement initiatives 
· Undertake a teaching commitment as directed by the Headteacher
· Maintain excellent order and discipline among pupils, and safeguard their health and safety and personal well-being
· Provide a good role model for pupils and for staff by classroom practice, which sets a standard for other teachers to emulate
· Safeguard the health and safety of self and others in accordance with the school's Health and Safety Policy
· Play a full part in developing and maintaining relationships between the school, the parents, external agencies and the local community
· Assist in the positive implementation of the equal opportunities policy within the school
SAFEGUARDING
Ensure a strong safeguarding culture across the school, in line with Keeping Children Safe in Education. 
Take a deputy role in safeguarding, as directed by the Headteacher. 
Be a part of the DSL team and ensure staff understand their safeguarding responsibilities.
STAFF MANAGEMENT
Contribute to the recruitment, selection, interview and appointment of staff at the school.
Carry out the role of Performance Management Team leader in the school
Work in partnership with the Headteacher and the Deputy Headteacher in developing effective management structures and communication channels in the school
CURRICULUM MANGEMENT
Have an overview of teaching and learning and the curriculum
Oversee the curriculum in relation to assessment
Support curriculum leaders in the management of assessment in their curriculum areas
Leading or supporting with lesson observations, learning walks, book looks 
Coaching or supporting underperforming staff 
Ensuring high-quality provision across all subjects

RESOURCE MANAGEMENT
Help teachers create and maintain an attractive, effective and exciting environment for learning
Manage the budget allocated for Assessment in collaboration with the Headteacher

WIDER PROFESSIONAL EFFECTIVENESS
Take responsibility for own professional development and use the outcomes to improve teaching and learning
Participate in the school's teacher performance management programme 
Make an active contribution to the policies and aspirations of the school
Lead by example in matters such as classroom order, discipline, relationships, presentation and assisting other staff in achieving high standards
Initiate	new	ideas	and	encourage	the	development	of	curriculum	content, organisation and the use of ICT
PROFESSIONAL CHARACTERISTICS
Demonstrate that you are an effective professional who challenges and supports all pupils to do their best through:
· inspiring trust and confidence,
· building team commitment,
· engaging and motivating pupils,
· analytical thinking, taking positive action to improve the quality of pupils' learning

It is also the duty of the Assistant Headteacher to:
Attend meetings as required relating to the curriculum, administration and organisation of the school
Attend meetings of the Governing Body and its Committees if required by the Headteacher
Undertake any professional duties reasonably delegated by the Headteacher
PERSON SPECIFICATION
	QUALIFICATIONS & TRAINING

	Essential
	Desirable

	Qualified Teacher Status (QTS)
	Qualification in Catholic Leadership (e.g., CCRS)

	Evidence of continuing professional development
	Training in safeguarding at DSL/Deputy DSL level

	Commitment to supporting and developing the Catholic life of the school
	Training related to coaching, mentoring or leadership

	Understanding of Catholic education and willingness to support Collective Worship
	

	EXPERIENCE

	Current experience of leading and developing the curriculum in a primary school
	Experience preparing for Ofsted inspections

	Experience leading and developing teaching and learning
	Experience contributing to Section 48 Catholic Schools Inspection

	Experience analysing assessment information to set targets and raise standards
	Experience in behaviour, attendance, or pastoral leadership

	Experience in school development, policy planning and evaluation
	Experience supporting SEND or working closely with the SENCO

	Experience of implementing equal opportunities practice
	Experience coaching/mentoring teachers

	Experience delivering staff training and development
	

	KNOWLEDGE & EXPERIENCE 

	Good knowledge of effective practice in assessment
	Knowledge of parish and community links within Catholic education

	Current knowledge of curriculum and educational developments
	Awareness of developments in Catholic education

	Ability to build strong working relationships across the school community
	Experience of leading whole-school projects or initiatives

	Knowledge of effective methods of staff development
	Qualification or training in data analysis tools

	Strong communication skills (written and verbal)
	

	Strong organisational and time-management skills
	

	Commitment to equal opportunities
	

	Competence in ICT
	

	Working knowledge of the SEN Code of Practice
	

	Strong understanding of safeguarding expectations including KCSIE
	

	Understanding of GDPR and secure data handling
	

	Ability to quality-assure teaching (observations, learning walks, book looks)
	

	PERSONAL ATTRIBUTES

	Enthusiasm and passion for education
	A practising Catholic

	Potential for effective and innovative leadership
	

	Ability to work independently and collaboratively
	

	Ability to motivate and support staff with diplomacy and sensitivity
	

	Flexibility, initiative and a positive approach
	

	Commitment to ongoing professional development
	

	Strong commitment to safeguarding and wellbeing
	

	LEADERSHIP SKILLS

	Ability to inspire trust and confidence
	Experience leading on behaviour, attendance, safeguarding or inclusion

	Strong team-building skills
	Experience managing change or rapid improvement

	Ability to engage and motivate pupils and staff
	Experience leading curriculum design or whole-school assessment strategy

	Ability to analyse data to drive improvements
	

	Ability to lead whole-school initiatives effectively
	

	CATHOLIC ETHOS & COMMUNITY ENGAGEMENT 


	Commitment to the Catholic ethos, mission and values
	Experience strengthening links with parish or diocese

	Willingness to contribute to Catholic Life and Collective Worship
	Experience organising liturgical events or Catholic community involvement
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