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Job Description

	Role
	Deputy Headteacher (Curriculum & Outcomes)
	School/Department
	Maiden Erlegh Chiltern Edge

	Salary
	Leadership L11-15
	Reports to
	Headteacher

	Purpose
	· To share in the leadership and the corporate responsibility of the assigned school and the wider Trust. 
· To assist the Headteacher in ensuring the design and delivery of high quality education for all students, continuous school improvement and ongoing staff deployment and development. 
· Responsible for the Quality of Education.
· To take full responsibility for leading and managing significant aspects of School organisation and school improvement as directed by the Headteacher.
· To ensure the school is prepared for Ofsted inspections and other benchmarking visits. 
· To undertake the professional duties of the Headteacher in their absence.
· To ensure effective and robust implementation of school and Trust policies.
· To carry out such other associated duties as are reasonably assigned.

	Applicable Contract Terms and Duties
	The duties outlined in this job description are to be performed in accordance with the provisions of the latest School Teachers' Pay and Conditions Document as adopted by Maiden Erlegh Trust. It may be modified by the Headteacher, with the post holder agreement, to reflect or anticipate changes in the job, commensurate with the salary and job title.

	Scope
	Staff responsibilities:

	Financial Accountability:

	
	Heads of Faculty, Exams Officer, Cover Manager 
	As directed by the Headteacher

	Relationships
	The postholder will garner positive relationships with a range of stakeholders. These will include, but are not limited to Trust leadership, school leaders and colleagues in other Trust schools, school staff, students, parents/carers and external agencies as required. 



The post holder will be responsible for: 

Wider whole School Leadership & Management
· Safeguarding the wellbeing of students, staff and visitors.
· Leading on allocated areas of allocated school improvement plans.
· Positive promotion of the school and Trust through key marketing events and to ensure the reputation and standing of both.
· Lead the operational aspects of the school e.g. Open events & Presentation Evening.
· Planning and organising their own work so that staff, students and parents feel well managed
· Supporting the Headteacher in the effective management, deployment and appraisal of all staff across the school.
· Line management of other staff to meet with needs of the school.  
· Support in the recruitment process of both staff and students.
· Attending and reporting to Trust and Advisory Board meetings as appropriate.
· Keeping up to date with and sharing knowledge of current issues in education.
· Responsibility for Middle Leadership Meetings and oversight of their professional development.
· Being a consistently professional role model for all staff.
· Being flexible and prepared to cover lessons (in exceptional circumstances).
· Accepting any other reasonable roles in support of the allocated schools and/or wider Trust.
· Attend cross trust network meetings as appropriate.  

Leadership and oversight of the Quality of Education
· Ensuring the research informed curriculum is well planned, sequenced and delivered to a high quality.
· A high quality and cost-effective curriculum against national benchmarks which meets the needs of all students and ensures the highest possible outcomes and compliance is in place with KPI.
· Ensuring websites are compliant in terms of curricular information 
· Ensuring there is clear advice on the website for parents about the courses on offer and how they can help their child. 
· To ensure that whole school themes are fully signposted in all areas of the curriculum. 
· Line management of Heads of Faculty.
· Lead on school’s CPD strategy including the development of trainees & ECTs.

Outcomes Strategy
· Working with the MET School Improvement team to ensure a consistency of approach across the Trust.
· Have a clear knowledge of school KPIs.
· Contributing to the school improvement documents.
· Ensuring the Standards Strategy is effectively implemented.
· Manage the examination structure including mocks/internal exams alongside Exams Officer. 
· Line Management of Exams Officer.
· Liaising with Data & Insights team.
· Acting as Standards Leader and Line Manager for allocated subjects, use appropriate analysis tools in order to ensure:
· strong progress from all starting points
· the highest outcomes and examination results in all year groups 
· the reduction of group differences
· minimising in-school variation by department
· preventing NEETs
· To be the named lead for vocational qualifications e.g. Quality Nominee
· Ensuring meetings about underperformance are formally recorded and these records sent to the Headteacher.
· To work with Senior & Middle Leaders on the use of baseline and internal exam and grade data for tracking of student progress.

Preparation and delivery of the school timetable 
· The writing, editing, and finalisation of the school timetable. 
· Responsible for the construction and maintenance of the whole school timetable, working closely with the TimeTabler to ensure efficient construction and maintenance of the timetable and ensuring accurate sync with MIS. 
· Working with Middle Leaders on staff allocation and student allocation.
· Monitoring changing demand for staff in different subjects.
· Assigning students to teaching groups.
· To maintain the timetable during the academic year taking account of staffing and room changes.
· To oversee the school cover rota with the Cover Manager.
· Line management of Cover Manager.
· Preparation of the options information and its distribution to students and parents, processing choices and drawing up option blocks. 
· Processing student subject change requests. 

Policies and Kite Marks: 
· Curriculum and website compliance.
· Responsibility for curriculum related policy & exams.  

The post holder will be accountable for: 
· Standards outcomes as agreed with the Headteacher (academic, quality of teaching).
· Colleagues being held effectively to account and supported to work smartly and effectively.
· Middle Leaders being prepared for Ofsted
· Communication with middle and senior leaders being proactive and effective so that all parties feel well managed.
· An effective and relevant curriculum offer in all relevant key stages. 
· All policies and procedures in the relevant areas being compliant with applicable legislation, Ofsted expectations and guidance.

Person Specification 

	Role 
	Deputy Headteacher (Curriculum & Outcomes)
	School/Department 
	Maiden Erlegh Chiltern Edge

	Qualifications
	Essential
· An honours degree.
· Qualified teacher status.
· Evidence of continuing professional development.
Desirable
· Post Graduate Qualification. 
· Further management and/or assessor related qualifications.

	Experience and Knowledge
	Essential
· Senior Leadership as an Assistant Headteacher and member of the Senior Leadership Team in a Secondary school including experience of subject leadership.
· Experience within the Secondary age range of successful development and implementation of strategies to improve the quality of teaching and learning, raising standards for all in the pursuit of excellence.
· Delivering highly effective learning in the classroom through own teaching practice, demonstrating the principles of effective teaching and learning.
· Contributing to a clear vision for future needs and development in teaching & learning
· Access, analyse and interpret information.
· Successful conflict management and resolution.
· Good understanding of the Ofsted inspection framework and of whole-school self evaluation and processes.
· Leading change.
· Using data to set targets, monitor progress and evaluate performance.
· Experience of leading a team at middle management level
· Commitment to professional development of staff.

Desirable
· Experience of supporting student transition.
· Experience of working with parents.
· Experience of working with high achieving students.
· Senior management experience.
· Experience of leading INSET and/or a whole school innovation.
· Experience of involvement in recruitment processes (and knowledge of safer recruitment practice).
· Working with trainee teachers and relevant agencies. 


	Skills and abilities 
	Essential
Proven strengths in the following areas:
· Delivering effective teaching in secondary schools and across the full ability range.
· Working strategically and operationally.
· Securing rapid improvement where necessary.
· Classroom management. 
· Securing improved engagement of groups of students.
· Developing and motivating staff (individuals and teams).
· Dealing sensitively and effectively with underperformance issues.
· Communicating effectively to a range of different audiences (verbally and in writing).
· Organising school events efficiently and effectively.
· Adapting strategies and procedures effectively to meet the needs of different contexts.
Desirable
· Ability to evaluate accurately the quality of teaching, learning and assessment in other subjects.
· High level communication skills with colleagues in other schools and representatives of other agencies.
· Experience or knowledge of timetabling.

	
	Essential
· Enthusiastic and optimistic.
· Flexible and adaptable.
· A visible leader who has the ability to relate well to people at all levels.
· An exceptional role model with high standards of integrity and approachability.
· Work collaboratively with Trust colleagues.
· Can influence others using sound interpersonal skills and effective monitoring.
· Caring, considerate and empathetic.
· Committed to professional development (of self and others).
· Courage to hold others to account for high standards.
· Dedicated and committed to the school.
· Enjoys a healthy and fulfilling life outside the working environment.
· Enjoys working with young people and their families.
· Has high expectations of and is ambitious for students, colleagues and themselves.
· Has high-level organisational skills and project management with an eye for detail.
· Has highly developed interpersonal skills with the ability to motivate, lead and nurture colleagues.
· Has personal integrity.
· A team player.
· Resilient and dynamic.
· Solution-focused.
· Supportive and motivational of both colleagues and students.
Desirable
· Experience of using social media to raise the status of the school in the community.
· Evidence of involvement with and commitment to the community and/or an organisation outside school.

	Requirements specific to the role 
	· All staff are expected to be committed to safeguarding, equality and promoting the welfare of children and young people and to be aware of local safeguarding policies and procedures and to report any concerns or information received as required. 



The Trust retains the right to implement changes in job descriptions and person specifications to reflect changes in the demands of the post. Where this is necessary this will be done in consultation with you.
	Signed:
Post holder
	

	Date:
	




Maiden Erlegh Trust is committed to safeguarding, equality and promoting the welfare of children and staff. We are also committed to being ambitious for all and supporting everyone to reach their full potential. All employees of the Trust are expected to share these commitments. All posts require satisfactory employment checks and references and a satisfactory enhanced Disclosure and Barring Service check. All Leadership roles will require a Section 128 check.
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