
 

Job Description  

Position:  Headteacher 

Reports to:  The Governing Board and Local Authority 

Grade:  Group 4 (fringe) £55,338 – 74,952. 

 

This job description is subject to the general conditions of employment for Headteachers as set 

out in the current School Teachers’ Pay and Conditions Document. 

ROLE OUTLINE 

• To lead and manage the school effectively and efficiently; 

• To be the lead professional and positive role model within our school community; 

• To ensure the highest possible quality of education and range of educational opportunities 

for all pupils; 

• To provide clear vision and positive, incisive and purposeful leadership with strategic 

direction to ensure a sustained improvement in pupil achievement; 

• To ensure that resources are efficiently and effectively used to achieve the school’s aims and 

objectives; 

• To nurture a culture that promotes excellence, equality and high expectations; 

• To lead the day to day organisation and administration of the school to its aims and targets; 

• To have overall responsibility for safeguarding; 

• To support parents and children and serve the needs of the local community in line with the 

vision and strategic plan for the school; 

• To have ambition and seize opportunities for the school to share good practice and expertise 

and learn from others beyond its boundaries. 

 

SPECIFIC RESPONSIBILITIES 

1.  LEADERSHIP AND MANAGEMENT OF STAFF AND THE ORGANISATION 

• Adopts a dynamic, caring and flexible leadership style which will both influence and 

motivate staff and pupils to achieve their potential; 

• Maintains a climate of high performance within the school, where each individual member 

of the team is encouraged, supported and developed to deliver outstanding results for our 

pupils; 

• Manages the school’s financial and human resources effectively and efficiently to achieve 

the school’s educational goals and priorities; 

• Recruits, retains and deploys staff appropriately and manages their workload to achieve the 

vision and goals of the school; 

• Leads successful performance management processes with all staff ensuring effective 

arrangements for appropriate, accurate and timely management information to enable 

continuous evaluation of performance and satisfy relevant external bodies; 



• Ensures the school and environment is managed and organised efficiently and effectively to 

meet the needs of the curriculum and health and safety regulations; 

• Maintains overall responsibility for the maintenance, repair and improvement of all facilities 

to ensure safe, clean and welcoming environment for pupils, staff and visitors; 

• Ensures a challenging and clear programme of professional development for all staff. 

 

2. LEARNING AND TEACHING 

• Ensures a consistent and continuous focus on pupils’ achievement, using data and 

benchmarks to monitor progress in every child’s learning; 

• Ensures the school continues to develop as a pupil focused community using innovative and 

creative approaches to meet the needs of all students; 

• Ensures that learning is at the centre of strategic planning and resource management; 

• Ensures a culture and ethos of care, challenge and support where all pupils can achieve 

success and become engaged in their own learning; 

• Develops and implements strategies which secure high standards of behaviour and 

attendance; 

• Monitors, evaluates and reviews classroom practice and develops innovative improvement 

strategies; 

• Ensures underperformance at all levels is challenged effectively and followed up with 

effective corrective action.  

3. FINANCE, ACCOUNTABILITY AND GOVERNANCE 

• Responsibility for overseeing the production of the annual budget and financial strategy for 

approval by the Governing Body; 

• Effectively manages the application of resources to ensure the school is able to deliver its 

aims and objectives within the annual budget; Safeguards school assets from damage and 

loss; 

• Provides a clear and accurate account of school performance to all audiences, including the 

Governing Body, parents/carers and OfSTED; 

• Ensures compliance with child protection, safeguarding, health and safety and other 

statutory requirements; 

• Ensures that all those who have specific responsibilities regarding the operation of the 

school in any aspect, teaching and learning, legal compliance, safeguarding, and so on, are 

clear on their responsibilities; 

• Welcomes strong governance and actively works with the Governing Body to fulfill its 

responsibilities effectively – in particular its functions to set school strategy and hold the 

headteacher to account for pupil, staff and financial performance. 

4. WIDER STAKEHOLDER AND COMMUNITY MANAGEMENT 

• Carries the confidence of the Local Authority and involves themselves at a strategic level 

with relevant local Heads in the Sevenoaks Partnership, and education groups and forums; 

• Maintains a culture and curriculum which takes account of the richness and diversity of the 

school community; 

• Ensures learning experiences for pupils are linked into and integrated with the wider 

community; 



• Collaborates with other agencies in providing for the academic, spiritual, moral, social, 

emotional and cultural well-being of pupils and their families; 

• Creates and maintains an effective partnership with parents and carers to support and 

improve pupils’ achievement and personal development; 

• Cooperates and works with relevant agencies to protect children. 

 

Conditions of Service 

Governed by the National Agreement on Teachers’ Pay and Conditions, supplemented by local 

conditions as agreed by the Governors. 

 

Special Conditions of Service 

Because of the nature of the post, candidates are not entitled to withhold information regarding 

convictions by virtue of the Rehabilitation of Offenders Act 1974 (Exemptions) Order 1975 as 

amended.  Candidates are required to give details of any convictions on their application form and 

are expected to disclose such information at interview. 

 

If candidates are successful in their application, prior to taking up post, the offer would be 

conditional on the provision of a satisfactory Enhanced check from the Disclosure and Barring 

Service and check against the ISA barred list for children.  Any 

 

Equal Opportunity 

The post holder will be expected to carry out all duties on the context of an in compliance with the 

Local Authority’s Equal Opportunities Policies. 

The Head Teacher will undertake any other duties which from time to time may be required and be 

relevant and commensurate with the post, as deemed necessary by the Governing Body and Local 

Authority. 

 


