
 
  

Assistant Headteacher Job description  
  
All teachers work in accordance with the professional duties and responsibilities as set out in the current ‘School 
Teachers’ Pay and Conditions of Employment’ document.  
  

 

Job Title  Responsible to  

Assistant Headteacher 
 

Head of School  

Job Purpose  

 
Working with the Heads of School and fellow Senior Leadership Team to support and uphold the school’s ethos 
and culture through championing the vison and values of Exeter.  The successful candidate will be responsible 
for managing a phase, for example Years 4-6.  This will include manging a staff team, responding to pastoral 
needs of children and ensuring the teaching and learning is of the highest quality, including for the most 
vulnerable learners e.g. SEN/PP.  The successful candidate will have a commitment to Exeter’s ethos of 
supporting children’s development through attachment informed practice and have an understanding of 
adverse childhood experiences (ACES).   
 
This post includes a class-based teaching role. 
 
Responsible for raising achievement by fostering high expectations of progress for every child, secure and 
ensure the safeguarding and wellbeing of all pupils and staff. 
 
The successful candidate must have the ability to support and be a part of the SLT, working together on all 
aspects of school improvement, with key responsibility to develop and sustain effective practice in their 
phase. This responsibility will include raising achievement by fostering high expectations of progress for 
every child and securing and ensuring the safeguarding and wellbeing of all pupils and staff. 
 
 

Responsible for  

 

• To assist the Head of School in managing the school on a day-to-day basis 
 

• To make a leading contribution to the school’s monitoring, review and evaluation processes, including 
but not limited to; pupil achievement, teaching/learning, behaviour, attendance. 
 
 



• Contribute to the safeguarding and promotion of the welfare and personal care of children and young 
people with regard to the ‘Keeping Children Safe in Education’  

• Supporting, holding accountable, developing and leading the teaching team within your phase in order to 

secure high quality teaching, the effective use of resources and high standards of learning and achievement 

for all pupils in the phase.      

    

 

 

Duties 

To be met in accordance with the provisions of the School Teachers’ Pay and Conditions Document and 
within the range of teachers’ duties set out in that document and the professional standards for teachers.  
The Assistant Headteacher will report to and work with the Head of School to achieve all aspects outlined 
within this job description.   

 

- To carry out the duties of a school teacher as set out in the School Teachers’ Pay and Conditions 

Document.    

- Actively support the vision, ethos and policies of the school and promote high levels of achievement 

throughout.    

- Implement strategies for the efficient and effective running of the school within the policies adopted 

by the board of governors. 

- Support teachers to plan interventions.  

- Initiate, manage and evaluate change and improvement in order to develop the school and the staff. 

- Set a good example to pupils and staff in terms of personal presentation, attendance and punctuality. 

- Demonstrate excellent class teaching and be able to model high expectations consistently. 

- Line manage named groups of staff, both teaching and non-teaching to ensure high quality provision 

and strong pupil outcomes.  

- Provide support and guidance to teachers and TAs within your phase in matters related to special 

educational needs.   

- Contribute to the ongoing and regular self-evaluation processes, including all monitoring and review 

activities.  

- To play an active part in the senior leadership team (SLT) in both the strategic and day to day running 

of the school. 

- Plan and lead school assemblies and events and facilitate staff development programmes. 

- Liaise with parents from across the phase and be the first port of call for parents wishing to speak to 

the leadership team.   

 

Specific 

 

- Set a good example to pupils and staff in terms of personal presentation, attendance and punctuality. 

- Demonstrate excellent class teaching and be able to model high expectations consistently. 



- Line manage named groups of staff, both teaching and non-teaching to ensure high quality provision 

and strong pupil outcomes.  

- Take responsibility for links with other primary schools to ensure the leadership team and board of                   

governors have confidence in the school’s ability to be outward facing. 

- Contribute to the ongoing and regular self-evaluation processes, including all monitoring and review 

activities.  

- To play an active part in the senior leadership team (SLT) in both the strategic and day to day running 

of the school. 

- Plan and lead school assemblies and events and facilitate staff development programmes. 

 

Health and Safety 

- Be aware of the responsibility for personal Health, Safety and Welfare and that of others who may be 
affected by your actions or inactions 

 
 

Continuing Professional Development – Personal 

- In conjunction with the Head of School, take responsibility for personal professional development, 

keeping up to date with research and developments in teaching pedagogy and changes in the school 

curriculum. 

- Undertake any necessary professional development as identified in the school development plan,            

taking full advantage of any relevant training and development available. 

 

Continuing Professional Development – Staff 

- Identify pedagogical skills and knowledge required by staff to meet demands of new initiatives and for 

school improvement. 

- Take a leading role in the provision of high-quality professional development that allows staff to: 

develop their own knowledge and skills, support each other with their learning and opportunities and 

time to engage in reflective practice. 

- Provide high quality targeted support where any staff under-performance is identified. 

- Prepare evaluation procedures that measure enhanced pupil learning outcomes; for example, the use 

of pupil assessment information, ‘pupil voice’ and parental feedback.  

- Consider the expectations and needs of other members of staff, and in particular ensure that new 

appointees, trainees and ECTs are appropriately monitored, supported and assessed. This should be in 

relation to QTS and induction standards and those of the school, e.g. by the incorporation of targets 

related to leadership, professional development and pupils' attainment. 

- Maintain a professional learning portfolio of evidence and learning log to support the performance 

management / teaching and learning review process. 

 

 

 

 



Schools benefit from a flexible approach to working arrangements – because of this, the tasks and 

responsibilities listed here are not definitive. Head Teachers may require particular additional duties to be 

undertaken to suit the specific school’s requirements and these may be incorporated in the role requirements as 

long as they are at a similar and appropriate level to the other listed duties. 

  
 

Other information  
  
Inspiring Futures Through Learning is committed to safeguarding and promoting the welfare of children. All 
employees are expected to share this commitment, to follow the Trust’s safeguarding policies and procedures 
and to behave appropriately towards children at all times, both in work and in their personal lives.  
  

All school based posts are defined as Regulated Activity and therefore this post is subject to an 
Enhanced with Barred List Criminal Records Bureau check.  

  



 

Person Specification 
 

 

ASSISTANT PERSON SPECIFICATION 
 

 Essential Desirable Evaluated:  
AF: Application Form 
I: Interview  
P: Presentation 

QUALIFICATIONS 

Qualified Teacher Status X  AF 

Degree or equivalent X  AF 

Evidence of continuing & relevant professional 
development  
 

 X AF 

EXPERIENCE 

Substantial and successful primary teaching 
experience in multi-cultural schools both as a 
class teacher and while modelling lessons for 
others   
 

X  AF, I, P 

Successful leadership experience at a senior level   
 

 X AF, I, P 

An ability to demonstrate the highest-level skills 
in classroom organisation and management 
leading to the promotion of good behaviour and a 
safe and positive learning environment 

X  AF, I 

Successful leadership of whole school curriculum 
development and initiatives to raise achievement 
for all children through analysis and pupil 
performance 

X  AF, I, P 

A full understanding of the National Curriculum 
and its implementation 

X  AF, I, P 

Experience of having a significant positive impact 
on standards and pupil progress preferably in a 
core area or phase   
 

X  AF, I 

An awareness of recent national initiatives aimed 
at raising achievement and school improvement 
strategies 

 X AF, I, P 

Experience of taking responsibility and being 
accountable for key areas   
 

   

Experience of working with and supporting 
community initiatives, parent association groups 
and working parties 

X  AF, I 

Practical evidence of links with other schools, 
educational establishments and wider community 

X  AF, I, P 



to support transition and enhance teaching and 
learning and personal development across the 
whole school 

Knowledge of effective strategies for teaching 
pupils with SEN 

X  AF, I, P 

Understanding of and commitment to promoting 
and safeguarding the welfare of pupils 

X  AF, I, P 

LEADERSHIP QUALITIES 

An ability to establish positive working 
relationships with colleagues and pupils  

X  AF, I, P 

High level of initiative, self-awareness and 
interpersonal leadership skills 

X  AF, I, P 

Ability to work strategically and collaboratively 
with the Trust, SLT and governing body 

X  AF, I, P 

Experience of performance management and 
supporting the continuing professional 
development of  colleagues 

 X AF, I 

Initiate and manage strategic and continued 
improvement. 

X  AF, I, P 

SELF MANAGEMENT SKILLS 
Proven ability to sustain and develop high  
quality teaching and learning across the school  
to improve outcomes for children 

X  AF, I, P 

Knowledge of statutory requirements and the 
ability to ensure delivery within a broad, balanced,  
relevant and differentiated curriculum to support  
the whole child 

X  AF, I, P 

PERSONAL QUALITIES 

Enthusiastic, honest, reliable, inspirational, 
resilient and empathetic 

X  AF, I, P 

A firm commitment to equal opportunities X  AF, I 

Committed to staff and pupil wellbeing X  AF, I 

Demonstrate enjoyment of working with children 
and adults 

X  AF, I, P 

Excellent communication and interpersonal skills X  AF, I, P 

Ability to remain positive and enthusiastic when 
working under pressure.   

X  AF, I,P 

Meeting deadlines and managing own time 
effectively 

X  AF, I,P 

Confidence and commitment to direct, delegate, 
develop and inspire 

X  AF, I 

Ability to build and maintain good relationships X  AF, I,P 

Committed to personal CPD X  AF, I,P 

This job description is subject to annual review. It may be amended to meet the current needs of the 
school and only after full consultation with the Executive Headteacher. 

 
 

 


