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St Michael's Prep School is a co-educational day school with 460 children aged 2-13, enjoying 

a beautiful location, overlooking 90 acres of land. Our state of the art Pre-Prep building sets 

each child on a learning journey that is rich, active and inspiring. Children continue into the 

Prep School, taught by a large number of specialist professionals who work throughout the 

school to provide a rich array of curricular and co-curricular opportunities.   

We are seeking an inspirational Head of Geography, a talented and ambitious teacher who 

is passionate about Geography. This is a wonderful role giving you the opportunity to ensure 

excellent delivery of the whole school Geography curriculum, implement policies for 

teaching, learning, assessment and inclusion and set high standards for all pupils.   

As a leader of this curriculum area you will be a suitably qualified graduate or be a primary 

qualified teacher with a specialism in Geography and experience of CE.  You will have 

experience of planning and delivering the KS1-KS3 Geography curriculum successfully across 

the full ability range and an understanding of the importance of teaching children about the 

world, its features, its people, the environment and our responsibility to look after it. You 

will have relevant leadership experience or potential. You will be equally comfortable 

observing and feeding back to staff as analysing pupil data.  A further opportunity exists to 

lead Global Dimension work across the school. This will be advertised separately and as Head 

of Geography you will be welcome to apply. ICT skills will be strong and you will be the kind 

of person who wants to develop your career through training and research. An ability to 

assist coaching games would be an advantage.  You will also be eager to offer to run clubs 

and to be involved in the full extra-curricular and perhaps sporting life of the school.  

We are looking for a top class candidate with an ability to teach other subjects in Years 3 to 

8 to seize this opportunity to join a thriving school with an excellent reputation. You will be 

welcomed into a school with friendly, articulate pupils, high standards and a truly 

exceptional team of staff. 

Further details and an application form can be downloaded from the school website.  

Please send completed application forms to Nicola Holland, HR Advisor at; 

recruitment@stmichaels.kent.sch.uk 

Application Deadline: Monday 29th January 2018 at 12 noon 

Interviews will be held on 7th or 8th February 2018 

St Michael’s Prep School is committed to safeguarding and promoting the welfare of children and the 
successful applicant will be subject to an enhanced disclosure through the Disclosure and Barring 
Service. 
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PURPOSE OF JOB 

Head of Department 

 To lead the provision of excellent teaching and learning in your subject.  

 To inspire children to love learning and staff to love their work.  

 To promote the best academic, social, moral, physical, spiritual and emotional 

development of each child in the safe, caring and stimulating environment of the school. 

 

Head of Geography  

 

 To provide high quality leadership and management of the Geography curriculum 

throughout the school.   

 The post holder may also teach other subjects and may have a pastoral /sporting role.  

KEY RESPONSIBILITIES 

Departmental Leadership: Curriculum 

 To prepare or delegate if appropriate, the schemes of work for the department and to 
ensure that they are carried out.    

 To prepare the departmental handbook and to ensure that its guidelines are followed. 

 To prepare schemes of work which go beyond the National Curriculum.  

 To ensure effective teaching methodologies to suit a variety of learning styles. 

 To co-ordinate and ensure effective academic progression from Year 1 to Year 8.  

 To monitor the curriculum delivery and effectiveness of teaching in your subject area. 

 To lead training on and awareness of curriculum innovation. 

 To identify, track and provide appropriate learning experiences for the highly able and 
gifted, across the department. 

 To identify, track and provide appropriate learning experiences for the pupils with 
special needs or learning difficulties across the department. 

 To identify, track and provide appropriate learning experiences for the pupils with EAL.   

 To promote creativity within the staff who are teaching Geography as well as in the 
pupils who are receiving it.  

 To foster a spirit and culture of enquiry among pupils across the department and in the  
 school where confidence and commitment combine with pleasure and fun. 

 To prepare assemblies to promote your subject area.  

 To ensure that an aspect of your subject is represented in the clubs provided.  

 To make regular assessments of pupils’ attainment and progress and ensure consistency   
across the department.  

 To maintain and update manual and computer records of pupils’ marks and progress. 

 To know data relating to pupils and to analyse trends in performance.  

 To use data management to improve teaching and learning. 

 To organise trips and visitors to support the curriculum 
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Departmental Leadership: Staff 

 To be a role model to people who teach Geography 

 To organise department teaching allocations. 

 To prepare materials for the appointment of new staff and play a part in the 
interviewing and recruitment process when appropriate.   

 To create opportunities for discussion/delegation and professional development. 

 To ensure all legal requirements regarding personnel issues and health and safety at 
work are met. 

 To ensure risk assessments are in place.  

 To review policies in the St Michael’s Staff Handbook regularly. 

 To update sections of the staff handbook or department handbook annually as 
required.  

 Where appropriate to organise and run staff INSET relating to your subject.  
 
Departmental Leadership: Communication 

 To liaise with Deputy Heads, and the Learning Development Manager, HODs and 
subject co-ordinators in the Pre-Prep.  

 To liaise with parents.  

 To promote and maintain a high profile department. 

 To ensure that events are properly planned, promoted and celebrated.  

 To ensure the department pages on the website are up to date, that forthcoming 
events are promoted on the website and written about afterwards to celebrate all that 
has been achieved and enjoyed. This may also include using the school Facebook and 
Twitter to promote events and achievements. 

 To read the “parent newsletter”, the week ahead and the calendar. 

 To deal with emails promptly as far as is possible without compromising the quality of 
your teaching. 

 To maintain appropriate level of liaison with outside bodies, subject hubs/ teacher 
networks etc.  

 
Departmental Leadership: Budget 

 To monitor the department budget and manage it effectively. 

 To ensure fair/adequate distribution of resources.  

 To obtain authorisation for expenditure. 
 
Departmental Leadership: Planning 

 To prepare an annual Department Development Plan (DDP) in keeping with the school 
development plan. 

 

In addition to fulfil all the expectations of the teacher job description. 
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PERSON SPECIFICATION  

We are seeking an inspirational, energetic and compassionate leader who can engage pupils, staff, parents and 

all other stakeholders in maintaining and developing a successful school. The candidate will have the following 

key skills, experience and attributes: 

The Head of Geography needs to have: 

 a degree or post graduate qualification in Geography, or a related discipline 

 experience of teaching and developing provision in Geography across a school 

 knowledge and understanding of current developments in the Geography curriculum including Common  
Entrance 

 a great track record in planning and delivering high quality and inspiring lessons 

 experience of, or readiness for, developing whole school training as appropriate for staff   

 experience of using ICT in the teaching of your subject  

 a love of the world and curiosity about people, places and the environment 
 

All our teachers need to be: 

 fully qualified and eligible to work in the UK  

 committed to excellent provision for all children  

 great communicators  

 organised  

 efficient 

 reliable 

 flexible 

 great team players  

 computer literate. 
  
All our teachers need to have:  
 

 a warm and encouraging manner  

 a secure understanding of the National Curriculum levels, CE and scholarship   

 experience of teaching across the age and ability range  including KS2 and KS3 

 experience of assessment and an understanding of progress levels 

 energy 

 commitment  

 patience  

 a love of learning,  challenge and personal development 

 an enhanced disclosure via the DBS  (which the school would facilitate)  

 the ability to form and maintain suitable relationships and personal boundaries with children 

 and young people 

 the strength to work with challenging behaviours 

 a sense of humour. 
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KS 2/3 TEACHER JOB DESCRIPTION 

RESPONSIBLE TO: 

 The Deputy Heads   

 The Head  

 Governing Body  

 

KEY RESPONSIBILITIES 

Teaching    

 To teach the School’s academic and wider curriculum as defined, with regard to both 
style and content in the School documentation; to show a high level of planning and 
organisation for the effective delivery of the curriculum. 

 To monitor and mark children’s work and maintain all records and reports in line with 
School requirements. 

 To differentiate for the needs of each child and liaise with additional needs support as 
necessary. 

 To jointly plan and organise appropriate educational trips. 

 

Pastoral Care 

 To ensure the well-being, happiness and success of each child  

 To promote children’s independence and self-esteem through enabling their success 

 

Communication 

 

 To liaise with the Head of Department, Deputy Heads, the Learning Development 
Manager and other staff as required. 

 To treat children at all times in a manner consistent with specific school policies and the 

broader ethos of the school 

 To play your part in promoting and maintaining a high profile department. 

 To read the “parent newsletter”, the week ahead and the calendar. 

 To maintain appropriate level of liaison with outside bodies, subject hubs/ teacher 
networks etc.  

 To maintain and foster links with parents / families through formal and informal parents’ 

meetings and other meetings as necessary 

 To take part in team meetings, liaising with colleagues to ensure a high level of well-being 

for all our children. 

 

Teamwork  

 

 To participate in all necessary duty rotas within and around the school day 

 To co-operate with colleagues in teaching and curriculum planning and to provide cover 

for teachers as the need arises 
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 To participate in in-service training as part of career and curriculum development, in line with school needs. 

 To be in school during the ‘school day’ and for such additional hours as are necessary to discharge 

effectively all professional duties 

 To have regard to the health and safety of all children, staff, parents and visitors to the school 

 To safeguard and promote the welfare of all children 

 To have respect for the confidential nature of the post 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


