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CITY of SHEFFIELD

JOB DESCRIPTION



	DIRECTORATE
	CHILDREN AND YOUNG PEOPLE’S DIRECTORATE

	SERVICE AREA
	KING EDWARD VII SCHOOL

	POST TITLE


	Assistant Headteacher with responsibility for Key Stage 4 

	SALARY RANGE

(Grade)


	Leadership Group Pay Spine L16-20 

	RESPONSIBLE TO


	Headteacher 

	RESPONSIBLE FOR
	Key Stage 4 Leader
Key Stage 4 Pastoral Team
Oversight of Alternative Provision across key stages 3 and 4

	PURPOSE OF JOB
	· To promote the School’s ethos and work to establish the values, vision and principles it expresses in all aspects of the School’s work

· To lead the School’s work in the management of the welfare, attendance, behaviour, academic and social progress and achievement of Key Stage 4 students 

· To lead and work alongside the Key Stage 4 Leader, Pastoral Managers and Behaviour/Isolation Manager to promote and meet the needs of Key Stage 4 students to ensure they make good progress in the School

· To liaise with curriculum leaders to ensure Key Stage 4 students make good progress in their subjects and the School
· To be accountable for the overall standards and achievement of Key Stage 4 students

· To oversee the process of collecting, collating, analysing and reporting of academic review data

· To oversee the process of collecting, collating, analysing and reporting student conduct data, including isolation room referrals and suspension data

· To provide a strong and visible presence which models the school’s expectations for students and staff

· To have strategic oversight of admissions to the School in Key Stage 4, working closely with the Headteacher

· To be responsible for working with the Local Authority and other Schools when considering in year placements or transfers as part of city-wide protocols and procedures


	RELEVANT

QUALIFICATIONS
	· Qualified Teacher Status
· Good Honours Degree

· Desirable – Middle or Senior Leaders’ Qualification


JOB DESCRIPTION FOR POST OF: Assistant Headteacher with responsibility for Key Stage 4
SPECIFIC DUTIES AND RESPONSIBILITIES

King Edward VII School is a very large and successful 11–18 comprehensive School operating on two sites. The role of the Assistant Headteacher with responsibility for Key Stage 4 is a key post in the School and it is fundamental to securing the success of students and maintaining high standards.  The key responsibilities will be mainly focused on all students based on the Upper School site, but the role will also include whole School responsibilities as part of the School’s Leadership Team.
LEADERSHIP AND STRATEGIC DIRECTION 

· To be an active member of the School’s Leadership Team and contribute positively
· To line manage designated curriculum and pastoral areas
· To work closely with the Headteacher to maintain excellent provision with reference to the quality of education, and students’ personal development, behaviour and attitude
· To attend Governing Board meetings and appropriate governors’ sub-committee meetings when required to lead specific items and presentations

· To work independently, as well as in close partnership with the Headteacher, to develop new initiatives to enhance School improvement

· To ensure the Headteacher is kept abreast of national and local guidance or changes that could impact on the well-being, engagement, achievement and progress of students

· To play an active role in School improvement planning and School self-evaluation processes
· To oversee the creation, implementation and evaluation of strategic documents for each Key Stage 4 cohort as part of the School improvement planning cycle
· To lead on transition arrangement for students moving from key stages 3 to key stage 4 and key stage 4 to key stage 5
TEACHING, LEARNING AND ASSESSMENT 
· To carry out the duties of a teacher and Assistant Headteacher as set out in the School Teachers’ Pay and Conditions Document and in line with the School Teachers’ Standards
· To work with the Headteacher to improve and develop the standards of teaching, learning and assessment with particular reference to Key Stage 4 students based on research and proven evidence

· To play a lead role in reviewing the curriculum offer at Key Stage 4 to ensure it remains appropriate and challenging for students 
· To provide guidance and support to teachers and teaching support staff by means of meetings, working alongside individual teachers, modelling good practice and by monitoring their work, as part of the School’s quality assurance procedure, in order to ensure that the needs of students are met
· To plan a lead role in reviewing the Alternative Provision offer in School to ensure it remains of a high quality and is appropriate to the needs of students
LEADING AND MANAGING

· To organise, convene, chair and lead appropriate meetings e.g. Pastoral forum in rotation with the Assistant Headteachers with responsibility for Key Stage 3 and Post 16
· To provide leadership, guidance and support to the Key Stage 4 pastoral teams and alternative provision coordinator
· To lead and motivate colleagues, by exceptional example, in the classroom and across the School

· To lead and manage the academic tracking and monitoring of Key Stage 4 students 
· To line manage the Key Stage 4 year leader, including setting their annual performance management targets and completing formal Performance Management Review meetings 
· To line manage the Pastoral Managers – Behaviour who work with students at Key Stage 4
· To promote good behaviour for learning amongst students with a particular focus on Key Stage 4, to maintain a calm purposeful learning environment in the classroom and throughout the School; to assist colleagues in achieving this

· To support the Key Stage 4 pastoral teams in dealing with day to day student issues and incidents

CURRICULUM

· Work with other curriculum leaders, collectively or individually, to enhance outstanding curriculum practice, drive improvements in their team, implement initiatives and provide professional support which will continue to improve students’ learning experiences and outcomes

· Work with other curriculum leaders to monitor and evaluate the quality of education in their departments 
· Contribute to whole School curriculum development, planning and review

PERSONNEL

· Lead, advise and support colleagues working in curriculum and pastoral areas across the School, including teachers, teacher support staff, student teachers and other support staff where appropriate, ensuring through the propagation of best practice that the highest of professional standards are maintained at all times
· Advise colleagues on their continuing professional development and training needs

· Contribute to performance management and appraisal of staff as may be required

· Delegate appropriately to develop other staff 

ADMINISTRATION, ORGANISATION, COMMUNICATION

· Contribute to management of resources for training
· Ensure effective communication of information to students, staff, parents, carers, other members of staff and the Leadership Team as may be required

· Ensure due attention to Health and Safety requirements in relation to daily practice
STANDARDS, QUALITY ASSURANCE AND ACCOUNTABILITY 

· To play an active role in the School’s quality assurance procedures as directed by the Headteacher
· To monitor, analyse and review a range of data across Key Stage 4 related to student achievement, progress, attendance, punctuality, behaviour and rewards 

· To work closely with the Key Stage 4 teams to collate termly and yearly data as a basis for developing and targeting interventions that will improve student performance in these areas, alongside a review of the impact of interventions

· Produce analytical reports for the Headteacher, Leadership Team and Governing Board
GENERAL DUTIES
· To promote equal opportunities, high achievement and the School’s vision in all areas of the School and in the wider community
· To develop links and partnerships with external agencies where appropriate, in consultation with the Headteacher
· To work effectively with external agencies to meet the needs of students
· To support the pastoral work of the School in a committed manner
· To be willing to undertake training and professional development as required of the post
· To discharge other duties and responsibilities that do not change the character and purpose of this post as may be required by the Headteacher
· To discharge other duties and responsibilities appropriate to the leadership grade and role
All the above duties and responsibilities to be carried out in accordance with Sheffield City Council’s Policies, Standing Orders and current legislation with an emphasis on Customer Care, Equal Opportunities, Data Protection and Health and Safety.

Issue date: January 2016
Reviewed: August 2026
KING EDWARD VII SCHOOL
Assistant Headteacher with responsibility for Key Stage 4
	
	ESSENTIAL
	DESIRABLE

	QUALIFICATIONS
	· Qualified teacher status

· Good Honours Degree

· Recent and relevant CPD
	· National Professional Qualification for School Leaders

· Masters level qualification


	EXPERIENCE
	· Substantial middle leadership experience

· Successful experience of teaching at key stages 3, 4 and 5

· Track record of raising standards in department
· Evidence of successful School improvement

	· Planning and delivering staff training

	KNOWLEDGE AND UNDERSTANDING
	· Outstanding knowledge of effective leadership skills and strategies to bring about change
· Outstanding classroom practice with student centred learning as a core value
· Demonstrable knowledge and understanding of effective behaviour management strategies and the ability to put these into practice

· Deep knowledge of what constitutes effective teaching and learning

· Ability to use evidence to inform practice 

· Understanding of how young people learn and the ability to translate this into classroom practice

· Demonstrable experience of devising effective strategies to support disadvantaged students
· Knowledge of recent educational research

· Demonstrate understanding of accountability frameworks


	

	SKILLS AND PERSONAL ATTRIBUTES
	· Strong data analysis skills
· Ability to evaluate the quality of students’ progress using a range of evidence

· Proven ability to coach and mentor colleagues effectively

· An enquiring mind

· Exceptional organisational skills

· Exceptional communication skills

· Proven ability to hold colleagues to account

· Proven ability to establish collaborative working relationships with staff
· Excellent written and oral communication skills

· Flexibility, sensitivity and tact

· Positive attitude toward young people
· Proven ability to establish productive professional relationships with young people and parents/carers
	

	EQUAL OPPORTUNITIES
	· Commitment to inclusion and diversity
· Commitment to achieving social justice through education


	

	SAFEGUARDING
	· A thorough understanding of up-to-date safeguarding requirements and best practice

	

	OTHER REQUIREMENTS 
	· High expectations for every student and a proven track record of making a difference to the learning and experiences of students inside and outside the classroom
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