
 

WILLIAM ELLIS SCHOOL  

 

JOB DESCRIPTION  

Post title:  Assistant Headteacher  Grade:  L11-15  

Team:  Senior Leadership Team  Reporting to:  Headteacher  

  

The following job description is a guide to the requirements of the post. It does not replace the ‘Conditions of Service 
for Teachers’ as set out by the DfE.  

INTRODUCTION  
We are seeking at least one inspiring and ambitious Assistant Headteacher to join the senior leadership team and 

provide vision, strategic direction and leadership and management capacity to the school.  The post holder(s) will 

have responsibility for aspects of the quality of education in the school, although the responsibilities of members of 

the senior team will vary over time depending on the needs of the school.    

The post(s) are being created to ensure that the leadership of the school is effective in achieving its strategic aims, 

including the objectives and Key Performance Indicators of the School Development Plan. The post holder will build 

on the strengths of the provision already in place, bringing greater coherence to student learning and personal 

development so that they all make excellent academic progress and are well prepared for their future.   

The successful candidate(s) will lead on at least one of the following areas:  

• Continuing Professional Development  

• Learning behaviours  

• Literacy and writing  

• Student independence, home and online learning  

• Assessment and feedback  

As a key member of the school’s senior leadership team, the successful candidate(s) will play a leading part in the 

strategic development of the school.   

PURPOSE   
The key purposes of this post are, in collaboration with the Headteacher and the Senior Leadership Team, to:  

• Ensure that the school is effectively led and managed strategically and on a day-to-day basis.  

• Make a major contribution to school self-evaluation and the school development plan (SDP), ensuring school 

resources are used wisely and well.  

• Support the professional development of colleagues and the continuous improvement of teaching, learning 

and assessment.   

• Pursue excellence and improve provision and outcomes for students in the school.  

• Ensure the best possible advice, guidance, care and learning for every student at William Ellis School.  

ACCOUNTABILITIES  
• The quality of provision as indicated by the progress and outcomes of students in the school.  

• The quality and impact of pastoral care, advice and guidance in the school including the school’s careers 

education, information, advice and guidance (CEIAG) programme.  

• The impact of substantial aspects of the SDP, as specified above.  



• The effectiveness and impact of their line management including student outcomes in the subject areas they 

line manage.  

MAIN RESPONSIBILITIES RELEVANT TO THE POST  
In addition to the duties set out in the “School Teachers’ Pay and Conditions” document this post includes the 

following responsibilities, focused on the quality of education in the school:  

1. Engaging with national and international evidence about effective practice.    

2. Developing a collaborative and meaningful professional development programme which motivates staff and 

brings continued school improvement.    

3. Leading on aspects of the school’s self-evaluation and making a contribution to this aspect of school 

leadership.  

4. Working with school teams to identify their improvement priorities and facilitating action to bring about 

change.    

5. Supporting the work of Governors by providing updates on teaching and learning and facilitating their 

understanding of the work of the school.  

6. The quality of provision and for achievement and standards under their line management responsibility, 
transforming the expectations around student progress to exceed national standards by all measures.  

7. Leading on the quality provision by working with subject and pastoral leaders to develop policies and 

procedures around teaching, learning and assessment.   

8. Formally reviewing student progress and reporting on the progress of different groups (gender, SEND, 

ethnicity, disadvantage).  

9. Leading on the intervention with subject teams identified as improvement teams.  

10. Working with other leaders in the school to plan and develop a curriculum that meets the needs of all our 

students.   

11. Overseeing effective pastoral care and a well informed and planned tutorial programme which makes full use 

of the resources available.  

12. Developing a school culture where students are encouraged to lead, take responsibility and actively support 

each other and where they actively take part in enrichment and extra-curricular activities and gain 

experience of the world of work.  

GENERIC RESPONSIBILITIES OF MEMBERS OF THE SENIOR LEADERSHIP TEAM  
Leadership and Management  

• To deputise for the headteacher or deputy as required;  

• To be a strong and visible presence around the school;  

• To promote William Ellis and LaSWAP;  

• To maintain a culture of high expectations of student behaviour;  

• To design and lead a cycle of review and the implementation of the identified areas of development;  

• Through self-evaluation, to demonstrate the positive impact of the work of the school to internal and 

external scrutiny;  

• To write and lead on areas of the School Development Plan specified by the headteacher;   

• To work with the governing body to ensure that strategy is consistently focused on the needs of students;  

• To lead and support whole events and functions;  

• To attend and lead meetings as required;  

• To ensure that William Ellis policies and procedures reflect our commitment to equal opportunities and 

inclusion.  

Teaching, Learning and Curriculum  



• To ensure that all staff have a firm and common understanding of the William Ellis curriculum and pedagogy 

and what it means for their practice and behaviour.  

• To lead an ambitious curriculum to ensure that it meets the needs of all students and prepares them for the 

best possible future;  

• To lead and develop subject leaders to ensure that the curriculum is well sequenced and coherent for 

students;  

• To ensure that students read, write, speak and listen to the highest possible standards;  

Partnerships  

• To lead and develop partnerships to enhance the curriculum and give our students the best possible 

opportunities within the rich environment of Camden, London and beyond;  

Staff  

• To act as a professional role model for staff;   

• To lead and role model the development of a collaborative, professional and research rich culture;  

• To lead the deployment, recruitment and retention of staff;  

• To lead an appraisal system that identifies the developmental needs of staff and provides this;  

• To engage with staff to ensure that they are well supported with issues of workload, and their wellbeing.  

  

OVERRIDING REQUIREMENTS  
This job description is designed to outline a range of main duties that may be encountered. It is not designed to be 

an exhaustive listing of tasks and can be varied in consultation with the post holder in order to reflect changes in the 

job or the organisation.  Job descriptions are reviewed annually as part of the appraisal process and may be 

amended at any time in consultation with the member of staff.  

The post holder is expected to:  

• Have due regard for safeguarding and promoting the welfare of children and young people and to follow the 

child protection procedures adopted by the school and the local authority.   

• Take responsibility for own personal and professional development, and show aptitude to develop further 

within and beyond this role.   

• Maintain appropriate confidentiality.  Much of the post holder’s work is of a confidential nature, demanding 
a suitable level of security including, for example, a clear desk policy.  

• Ensure that the School’s Equality Policy is adhered to and promoted in all aspects of the post holder’s work 
and ensure anti-discriminatory practice within post holder’s area of responsibility.   

• Ensure effective quality control and continuous improvement in all aspects of the work and responsibilities 

attached to this post, in keeping with the school’s quality assurance procedures and systems.  

• Comply with and promote the School’s Health and Safety policy and procedures and to undertake 

recommended Health and Safety training as and when necessary. Adhere to all school policies and 

procedures.  

• Regularly review their own practice set personal targets and take responsibility for their own personal 

development.  

COMMENSURATE STATEMENT  
The post holder must demonstrate a flexible approach. Consequently, the post holder may be required to undertake 

any other reasonable duties not specifically identified in the job profile but commensurate with the scope, grade and 

responsibilities of the post as determined by the line manager or Headteacher.  

ADDITIONAL NOTES  
• The School takes seriously its responsibilities to ensure all staff have a good work/life balance and any 

concerns should be addressed to the Headteacher.  



• This job description may be amended at any time following discussion between the Headteacher and the 
member of staff and will be reviewed annually as part of the appraisal process.  

  

  

Signed _________________________________  

        Postholder  

  

  

Date  _____________  

Signed _________________________________  Date  _____________  

        Headteacher  

  

 

 
 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

PERSON SPECIFICATION  
  

The person specification outlines the sort of person you need to be.  



Your letter of application needs to address the person specification.  You may want to refer to the list of tasks and 

responsibilities to exemplify the impact you have had on the progress of students and the development of 

colleagues.  

  Criteria  Essential  Desirable  

  Excellent Knowledge of Teaching, Learning and the Curriculum      

1  Qualified teacher status with strong knowledge and experience of pedagogy and 

research across the secondary school age range. A model classroom practitioner 

with evidence of excellent student progress from a range of starting points.  

    

2  Knowledge of effectively meeting the needs of all students in an inclusive setting 

as a teacher and a leader of teaching and learning.  

    

3  Strong knowledge of the application of effective behaviour management 

strategies and how to promote high standards of behaviour  

    

  Excellent Knowledge of Leadership      

4  Experience of leading effectively in a leadership role and understanding of how to 

balance priorities and make suitable compromises  

    

6  Evidence of significant impact of leadership in an urban context in their current 

role including leading initiatives to improve student outcomes   

    

7  Deep knowledge of how to lead and manage people, ethically and effectively. 

Evidence of developing individuals and teams so that they meet the learning and 

development needs of young people  

    

8  Excellent interpersonal and communication skills. Portrays energy and enthusiasm      

 Experience of leading whole-school aspects of Quality of Education   

 Experience of Senior Leadership or equivalent responsibility  

  Other characteristics      

9  Ambitious for own personal professional development either by further 

promotion and/or participating in further study and training  

    

10  Confident and resilient. Willing to step into new challenges for the benefit of 

students, the school and themselves. Able to manage multiple priorities under 

pressure  

    

11  Drive for improvement. Takes accountability for driving excellence with a 

continual focus on sustainable improvement  

    

12  Analysis and judgement. Prioritises key issues and how they relate to each other. 

Makes judgements about how to move forward  

    

13  Adaptable. Responds flexibly to circumstances whilst maintaining an overall sense 

of direction and purpose  

    

14  Safeguarding. A robust awareness of keeping young people safe, knowing how 

and when to take appropriate action  

    

  

  


