Cardinal Pole Catholic School

Job Description
The purpose of the Job Description and Person Specification is to provide information about the role and
the skills a successful candidate must have.
Job Title:

Head of Department

Reporting to:

Deputy Headteacher

Purpose of the post:

To provide professional leadership, strategic direction and management of
Department throughout the school to secure high quality teaching and learning, to
raise standards of attainment and to ensure the progress, achievement and
enjoyment of all pupils.

Main Duties & Responsibilities
Strategic Planning & School Self Evaluation
 To lead on planning, reviewing, monitoring and evaluating subject delivery and development in the
school having regard to current and future developments in order to raise standards.
 To have a strategic impact on the school through realising leadership status by participating in
corporate leadership duties, leading on whole school initiatives and working within the time demands
of the role.
Operational
 To produce a departmental handbook in line with school requirements and to update it annually
 To keep public exam syllabuses under review
 To be responsible for public examination entries in consultation with the deputy head and examinations
officer
 To provide a summary of the programme of study for each year group for inclusion in the parent
handbook and for revision booklets.
 To be responsible for all internal assessments ensuring that relevant data is collected and passed on for
processing and that interventions are planned according to the information gleaned
 To ensure cover work is set when members of the department are absent
 To be responsible for all departmental rooms, having regard to aspects of Health & Safety
 The delivery of attractive displays across all classrooms to provide an encouraging learning environment
 To manage the departmental budget effectively
 To ensure the organisation of resources within the department, having regard to security, stock taking
and keeping accurate accounts.
 To chair departmental meetings providing agendas and minutes to all relevant staff
 Provide information and administrative returns as and when required by senior staff making sure
deadlines are met
 To keep records and files of evidence of all monitoring, activities, meetings and outcomes including
exemplar work as evidence
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Pupils
 To create a climate which supports and encourages all pupils in the subject
 To track and monitor the academic progress of all pupils in the subject including the more able and
those with SEN or linguistic needs and liaise with the relevant line manager and the SENCO/EMAS/G&T
coordinator
 To ensure that all pupils make good progress by using prior attainment data and tracking to identify
underachieving individual pupils or groups of pupils and where necessary create and implement
effective interventions to support those pupils in liaison with the relevant Head of Learning
 To recognise and acknowledge all aspects of achievement and implement the schools rewards and
merits systems consistently
 To follow up discipline matters within the department in accordance with the school Behaviour policy
and to implement appropriate sanctions
Staff Accountability, Support & Development
 To create a climate which supports and encourages all departmental staff
 To take advantage of relevant opportunities for professional development to ensure professional
growth and to encourage professional development amongst members of the department
 Provide departmental training and set up peer observation as a means for sharing good practice
 To implement the school’s performance management policy and to be responsible for the leadership,
guidance, direction and support of members of the department
 To play an active role in the recruitment of staff
 To provide effective support for NQTs, GTPs, Teach First and Beginning Teachers in conjunction with the
DH responsible for these
 To be responsible for and insist that calm, orderly, purposeful lessons take place throughout the
department with due reference to planning, pace and differentiation
 To insist on punctual arrival for lessons and continual classroom supervision by departmental staff
 To support those staff with whom there are concerns to ensure that opportunities for improvement are
available through peer observation, coaching and mentoring, target setting and Inset.
 To ensure teachers in the Department complete all aspects of the target setting, assessment and audit
cycle on time and to a good standard
Teaching & Learning
 To develop and up-date schemes of work
 To plan, promote and support intervention strategies for all year groups and in particular public exam
cohorts
 To promote the use of ICT both to enhance teaching & learning and for administration purposes
 To monitor and evaluate the teaching & learning in the subject through results’ analysis, formal and
informal observations, drop-ins, work sampling and checking planning in order to ensure pupil progress
and achievement
 To ensure that the school assessment policy and departmental marking policy is strictly adhered to by
checking and monitoring marking within the department including records and work sampling on a
regular basis, ensuring marking is formative and pupils are aware of the level they are working at and
how to make progress
 To ensure that displays in classrooms are attractive and include pupil level/grade information and
exemplars of levelled/graded work and that all pupils have copies of such information in their exercise
books including the departmental marking policy.
 To monitor the setting of appropriate homework and assessments for all pupils in the subject.
 To plan and teach high quality lessons at all times and lead by example
 To teach across the whole age and ability range
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To work with external vocational providers on assessment/moderation and work placements if
applicable to department
To promote Literacy and Numeracy within the subject consistently
To ensure the best available provision for Special Needs within the department through close liaison
with the coordinators for Special Needs and to ensure that the department is represented at SEN
working party meetings. Ensure that all members of the department have copies of IEPs and that they
are responded to
To lead a departmental review in liaison with the line manager on a two yearly cycle identifying
strengths and areas of concern for development in a report to be presented to Governors
To take part rigorously and effectively in the school’s monitoring and evaluation cycle ensuring
deadlines are met, results are shared and appropriate action is taken.
To ensure that there is an ethos of sharing good practice and resources among the department’s
teachers and provide opportunities for this to take place.
Promote and support the organisation and planning of subject related activities and events to enhance
teaching & learning
To liaise with LA advisers and meet with them regularly to take advantage of collaborative local working
plans
To undertake additional or other duties as may be appropriate to achieve the objectives of the post and
as directed and deemed appropriate by the Line Manager
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To promote the Catholic ethos of the school
To promote the school vision
To support and implement relevant aspects of the School Development Plan
To develop, implement and monitor school policies with a commitment to high standards, high
expectations and high achievement
To be aware of current educational developments and the conclusions of educational research as they
may be relevant to practices and policies within the school
To be aware of all Health & Safety issues relevant to the department
To attend and contribute to middle management meetings
To attend relevant external meetings
To attend SLT and Governors’ meetings when requested
To ensure consultation with other departments on cross curricular themes and needs
To have a high profile around the school by regularly patrolling stairs and corridors and visiting
classrooms
Promote and support school events
To be prepared to attend meetings and organise out of school hours interventions beyond directed
time
To carry out his/her responsibilities at all times with due regard to The Learning Trust’s (the LA) policy,
organisation and arrangements for Health & Safety at Work.
It is the post-holder’s responsibility to carry out his/her duties in line with The Learning Trust’s policy on
Equality and Diversity and be sensitive and caring to the needs of others, promoting a positive approach
to a harmonious working environment.
You must promote and safeguard the welfare of children, young and vulnerable people that you are
responsible for or come into contact with.
Cardinal Pole School is committed to safeguarding and promoting the welfare of children and young
people and expects all staff and volunteers to share this commitment.
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Person Specification
Qualifications
Qualified teacher status QTS
Honours degree or equivalent
Personal
A desire and determination to make a significant contribution to the school as a whole
Must be able to manage own work load effectively and respond swiftly to tight deadlines
Willingness to share expertise, skills and knowledge and ability to encourage others to
follow suit
Openness and willingness to address and discuss relevant issues, allied with an ability to
inspire and challenge others and deal with challenging questions
Drive, energy, resilience and a sense of humour
High expectations of self and others
Passionate about their subject
Excellent punctuality and attendance
Ability to work under pressure and to deadlines
Demonstrate good judgement
Display an awareness, understanding and commitment to the protection and safeguarding
of children and young people.
Ability to produce required outcomes with minimal supervision
Involvement in networking and sharing of best practice.
Personal values that are consistent with the ethos of a Catholic School
Understanding of the leadership role in the spiritual development of pupils and staff
The ambition to develop each child to his or her maximum potential
The desire to afford each child the dignity they require to build self esteem and so to
flourish
Excellent interpersonal & communication skills
Interpersonal skills which demonstrate an ability to motivate staff and students and to
convey enthusiasm for teaching & learning
Experience
Effective team leadership
Data analysis and target setting
Experience of working with others to develop teaching & learning innovations
Successful, recent teaching experience in a secondary school
Experience of school self evaluation
Proven record of raising standards at all ability levels
Experience to teaching subject to A level standard
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Person Specification
Professional Development
Evidence of substantial recent professional development, including curriculum
developments and pedagogy
Experience of working with other schools / organisations / agencies
Experience of leading INSET
Mentoring & Coaching Staff
Involved in the performance management of others
Knowledge Skills & Aptitude
A sound understanding of the Ofsted framework
Very good ICT skills
Experience of using data to effect improvements
Excellent line management skills
Ability to plan strategically, monitor effectively and evaluate analytically
Experience of using pupil voice to impact on teaching & learning
Current educational issues especially related to the curriculum at KS3, KS4 and KS5
Effective strategies for leading and managing department improvement
Management of staff including professional development
Ability to employ a range of resources and teaching & learning strategies encouraging
differentiated learning
Capable of initiating and maintaining innovative curriculum design and delivery
Excellent understanding of the strategic importance of ICT to raising standards and a
commitment to e-learning across the curriculum
Must be able to effect whole school change through effective leadership and
management





















