
 

 

 
 

 

  

  

 

 

 
 

 
IFIELD SCHOOL 

JOB DESCRIPTION – ASSISTANT HEADTEACHER 
 

Name:    
 
Title:   Assistant Headteacher   

(Director Primary & Pastoral) 
Salary:               £52,414 to £57,934 (L12-L16) 
 
Responsible to Head of School/Executive Headteacher 
Job Purpose 
 

 To carry out general and specific duties as set out by the National School Teacher’s Pay and 
Conditions. 

 To take a strategic view on the future of the school and helping to devise and monitor 
improvement plans based on secure evaluation of the school’s strengths and areas for 
development. 

 To collaborate with the Executive Headteacher, Head of School, Assistant Headteachers and 
Director of Finance and Resources in the leadership and management of the school. 

 
General 
The duties recorded here are to be undertaken in accordance with the provision of the current School 
Teachers’ Pay and Conditions Document.  
 
1. Key Tasks 
 

 To ensure that learning meets pupils’ needs through a relevant curriculum, 

appropriate resources, suitable interventions and high expectations. 

 To develop a knowledge-engaged approach to a whole school curriculum 
design that enables pupils to learn about, and embody the school’s aims and 
values. 

 To ensure that accreditations and well planned and delivered to the highest 
standards within academic areas. 

 To empower pupils to help raise standards throughout the school and continue 
to involve them in decision making, particularly surrounding the quality of the 
school’s curriculum. 

 To support all leaders to continually raise the standard of teaching and learning 
throughout the school.  

 To oversee the strategic development of the primary phase, including EYFS, to 
secure strong outcomes for pupils. 

 To take the lead role in Continuing Professional Development throughout the 
school to support staff with their professional development. 

 To take responsibility for the daily cover arrangements across the school. 
 

 



 

 

 
 

Main Professional Duties 
 
2. Strategic Direction and Development of the School/Federation: 
 
To work with the Leadership Team to develop a strategic view for the school in its community and analyse 
and plan for its future needs and further development within the local, national and international context. 

  
2.1 To be strategic and rigorous in delivery of working together with the Executive Headteacher, Head 

of School, Governing Body, Leadership Team and federated schools to meet the highest standards 
and ensure the best pupil outcomes, setting challenging goals, continuously improving and 
adapting to changing circumstances. 

2.2 Lead by example, provide inspiration and motivation, and embody for the pupils, staff, governors, 
parents and carers, the vision, purpose and leadership of the school 

2.4  To take a leading role in School Improvement and the School Self Review  process. 
2.5 To work with the ICT & Network manager in the development of new and emerging technologies                        

in ICT to enhance the learning experience of pupils. 
2.6 Support, create and promote the ethos of the school/Federation. 
 
3. Teaching and Learning 
 
3.1      To work with the Executive Headteacher, Head of School and Assistant Heads to secure and sustain 

highly effective teaching and learning throughout the school, assist in observing and evaluating 
the quality of teaching and learning, standards of pupils’ progress and achievement, and use 
benchmarks to set targets for improvement. 

3.2 Provide a professional role model, clearly demonstrating highly effective teaching, good 
organisation, high standards of progress and achievement and a consistent approach to behaviour 
management. 

3.3 To be prepared to teach an approximately 20% timetable and to assist with the securing and 
sustaining of effective teaching and learning throughout the school. 

3.4 Ensure that effective, appropriate pastoral support is available to pupils. 
3.5 To be involved in whole school target setting through monitoring and evaluation, reporting on the                                       

standards achieved with particular emphasis on equality of opportunity.      
                         
4. Leading and Managing Staff 

 
Take responsibility for specific aspects of the leadership, motivation, support, challenge and development 
of staff in order to secure improvement. 
 
4.1 To be strong and unified, with the whole team founded on clarity of purpose, embracing full 

accountability for achievement, and a ‘can do’, innovative culture that distributes responsibility 
boldly and celebrates and rewards success. 

4.2      To motivate and maximise the contribution and confidence of all team members to continuously 
improve performance and igniting the enthusiasm and ambition of students to learn and achieve 
to their full ability. 

4.3 To lead and manage a team of colleagues in developing strategies to put agreed policy into practice 
4.4 To work collaboratively with other adults and colleagues, including teaching assistants 
4.5 Plan and deliver INSET informed by the performance management process and the school’s self-

evaluation. 
 
 
 
 



 

 

 
 

5. Efficient Deployment of Staff and Resources 
 
Work with the Leadership Team to effectively meet specific objectives in line with the school’s strategic 
plan and financial context. 

 
5.1 Work with governors and senior colleagues to recruit staff of the highest quality. 
5.2 Work with Extended Leadership Team (ELT) to deploy and develop all staff effectively in order to 

improve the quality of education provided. 
5.3 Assist in the setting of appropriate priorities for expenditure and allocation of funds ensuring 

effective administration and control. 
5.4  Assist in the effective and efficient management and organisation of accommodation to ensure                                                          

that it meets the needs of the curriculum and health and safety regulations.   
5.5  Assist in the management, monitoring and review of all available resources, improving the quality 

of education, pupils’ achievements, ensuring efficiency and value for money. 
 
6. Parents and Community 
 
Assistance with the maintenance of effective partnership with parents and carers to support and improve 
pupils’ achievement and personal development. 
 
6.1  To assist the Head of School in providing systems for advice and support to                                           

parents about their child’s development. 
6.2 To lead and develop work with the local community to ensure that learning experiences for 

pupils are linked into the wider community. 
6.3 To be engaging and collaborative, building effective relationships with 
            colleagues, students, parents, other professions and the community. 
 
7. Accountability 
 
Assist the Executive Headteacher and Head of School in accounting for the efficiency and effectiveness of 
the school to the governors, pupils, parents and carers, staff, local employers and the local community. 
 
7.1  Provide information and support to the governing body to enable it to meet its responsibilities for 

securing effective teaching and learning and improved standards of achievement, efficiency and 
value for money. 

7.2 Support staff in developing an organisation in which they acknowledge their accountability for the  
             success of the school. 
7.3 Assist in presenting a coherent and accurate account of the school’s performance in forms               

appropriate to a range of audiences, including governors, the LEA, cluster local community, Ofsted 
and others, to enable  them to play their part effectively. 

7.4 Assist in ensuring that parents and pupils are well informed about the curriculum, attainment and 
progress, and about the contribution they can make to achieving their child’s and the school’s 
targets for improvement. 
 
 

8.            Priorities 2019/2020 
 
Priority One: To continue to raise the quality of education that the school provides. 

 Ensure that learning meets pupils’ needs through a relevant curriculum, appropriate resources, 
suitable interventions and high expectations. 

 Inspire pupils to learn through memorable experiences and linked cross-curricular opportunities. 



 

 

 
 

 Increase consistency of teachers’ effective use of assessment to plan learning that meets the wide 
range of pupils’ needs and abilities.   

 Ensure pupils have access to high level careers education that expands from early years to post-
16 so that they are increasingly autonomous, possess transferrable skills, and are better prepared 
for life outside of school.  

 To ensure that accreditations are well planned and delivered in a timely manner so that key stage 
four, five and post-19 learners achieve the highest standards within academic areas.  

 
Priority Two: To continue to strengthen pupils’ positive behaviours and attitudes 
towards themselves, others, learning and life. 

 To improve staff confidence and expertise when supporting pupils who have social, emotional and 
mental health difficulties 

 To empower pupils to help raise standards throughout the school and continue to involve them in 
decision making, particularly surrounding the quality of the school’s curriculum.  

 
Priority Three: To further enable pupils to grow in their personal development so  
that they are increasingly self-reliant and able to impact on, and benefit from, the  
community in which they live. 

 Ensure that the life-skills curriculum provides opportunities for pupils to progress so that they work 
towards greater independence and employability. 

 To provide pupils with opportunities to solve problems, make decisions, think creatively and 
communicate effectively. 
  

Priority Four: For leaders and managers to ensure that the school’s values cascade  
through the school’s curriculum intent with staff that are enabled, empowered and  
expert in their responsibilities and work closely with other stakeholders of the  
school so that all pupils are successful. 

 Develop a knowledge-engaged approach to a whole school curriculum design that enables pupils 
to learn about, and embody the school’s aims and values. 

 The school’s PRIDE values are linked seamlessly to British Values and are personalised and 
meaningful to each key stage so that pupils are motivated and inspired throughout the school day. 

 Ensure that learning pathways are underpinned by secure curriculum design that meets the needs 
of pupils and embeds the school’s values and aims. 

 Ensure staff receive training and development that will develop their expertise and subject 
knowledge in the areas for which they are responsible 

 To continue to address issues of staff workload and staff absence in order that high levels of staff 
facilitate positive pupil outcomes and staff well-being. 

 To enhance stakeholder engagement in pupils’ learning and development. 
  
Priority Five: Evaluating the quality of early years education in schools. 

 The intent of the curriculum is reviewed and coverage mapped to ensure children’s needs are 
met. 
 

Priority Six: Evaluating sixth-form provision. 

 To ensure that students receive personalised careers and work experiences opportunities that ae 
closely linked to their interests and accreditations 

 
 
 
 
 



 

 

 
 

Signed:                                           Signed: 
 
 
 
Executive Headteacher: Abigail Birch                        Name:  
 
 
Date:                                                            Date:  
 
 
 
 
 
 
 
 
 
 
 
 
 
 


