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Heathmere Primary School

Job Description

Assistant Headteacher L4-L8

Accountable to: Headteacher

Job purpose: 

· To assist the Headteacher in providing professional leadership for the school which secures its success and improvement, ensuring high quality education for all its pupils and improved standards of teaching and learning. 
· Provide leadership to staff as an exemplary classroom practitioner.

· Be a positive role model in all aspects of professional life.
· To lead literacy and raise attainment for all pupils and groups of pupils in literacy across the school
· To lead improvement in the quality of learning and teaching of literacy across the school
Duties

The duties outlined in this job description are in addition to the professional duties of a school teacher, and to those covered by the latest School Teachers' Pay and Conditions Document. It may be modified by the Headteacher, to reflect or anticipate changes in the job, commensurate with the salary and job title.

Leadership and management
1. Assist the Headteacher in the day-to-day running of the school. 
2. Be flexible and adaptable in time management

3. Work collaboratively as part of the senior leadership team to develop strategic planning and direction of the school.
4. Undertake responsibility for delegated areas of school management and establish effective systems.
5. Assist the Headteacher with monitoring and evaluation procedures to ensure high quality teaching and learning provisions are maintained.
6. Assist in the Performance Management process by acting as a reviewer for a team of staff.
7. Ensure that staff are kept informed of relevant information through effective communication.
8. Liaise with the Headteacher to ensure issues relating to pupils’ well-being are communicated efficiently.
9. Assist the Headteacher with planning, delivering and organising after school meetings and presentations. 

Teaching and learning
1. Demonstrate exemplary practice in all aspects of classroom management and in the areas of delegated responsibility. 
2. Work alongside individual teachers to develop programmes of support to improve the quality of learning and teaching which results in raising attainment for all pupils.

3. Keep abreast of current initiatives in education and offer guidance and support to colleagues when appropriate.

Standards and quality assurance
1. Actively promote the aims and ethos of the school. 

2. Set a good example in terms of dress, punctuality and attendance. 

3. Uphold the school's policies.
4. Establish professional relationships with governors, LAs and other members of the school community.
Safeguarding Children
1. Understand fully the duties and responsibilities in relation to child protection and safeguarding children and young people.

2. Understand fully the school’s child protection policy and to ensure that all issues relating to pupils’ safeguarding are reported immediately to the designated members of staff.
Finance and Resources

1. Manage and monitor the allocated budget in accordance with regulations governing it and in agreement with the Headteacher.

2. Assist the Headteacher in monitoring the economical and orderly use of shared school resources.
3. Ensure that all school and local authority procedures are adhered to when ordering resources. 

4. Plan, manage and record the use of personal release time to maximise efficiency in executing the duties of the Assistant Headteacher.
Other duties and responsibilities
1. Carry out other duties that are required to support the Headteacher in the efficient and effective running of the school.
Note: This job description may be amended at any time after consultation with the post holder.
Respect   Resilience   


High expectations








