
 

JOB DESCRIPTION 

JOB TITLE: DEPUTY HEAD OF FACULTY (DHoF) for Academic, 

Sport & Adventure 

 
KEY ROLE OBJECTIVES 

 

To support the Head in the effective 

management of the Faculty and act as 

Deputy in their absence. 

 

The postholder will undertake assigned duties 

and responsibilities effectively and efficiently, 

ensuring that all actions are discharged within 

the regulatory and legislative requirements to 

which the college is subject, and 

 

• with full regard for the college’s equality, diversity, and health and safety requirements; 

 

• to achieve individual and team targets assigned through the college’s annual planning 

and staff appraisal processes; 

 

• within approved income and expenditure budgets; 

 

• subject to the college’s approved strategies, policies and procedures; 

 

• to undertake an agreed programme of teaching which will relate to the size and 

complexity of the faculty which will be reviewed on an annual basis. 

 

Main Duties: 

 

1. To deputise for the Head of Faculty (HoF) in their absence. 

 

2. To co-ordinate quality assurance processes and ensure that documentation is up to date 

and in line with the quality cycle within the faculty. 

 

3. To co-ordinate processes which monitor student attendance, retention and achievement. 

 

4. To negotiate with and supply information to marketing as required through the year, and 

to coordinate recruitment events such as taster days. To provide coordination for open 

evenings and staffing needs for student interviews. 

 

In negotiation with the Head of Faculty, to: 

ROLE OVERVIEW 

Job Title: 

Grade: 

Contact Hours: 

Contract: 

Responsible to: 

Deputy Head of Faculty 

DHOF 

37 hours per week 

Permanent 

Head of Faculty 



 

5. Support the professional development and effective deployment of staff, particularly 

timetabling, appropriate day-to-day cover arrangements, etc. 

 

6. Carry out an agreed programme of professional development reviews within the faculty. 

 

7. Monitor the quality of the faculty’s accommodation and resources and recommend 

improvements to enhance teaching and learning, including Information and Learning 

Technology. 

 

8. To undertake a caseload of teaching observations and feedback sessions, PPRs and 

probationary reviews for faculty teaching staff. 

 

9. Ensure that processes and policies to support students e.g. learning support, pastoral, 

tutorial, referral and disciplinary, are understood by staff and effectively implemented. To 

take on a caseload of student support or disciplinary meetings as directed by the HoF and 

liaise with parents about this. 

 

10. Support the HoF in the effective implementation of all cross college policies and 

procedures e.g. HR Policies, Health & Safety, Equal Opportunities, etc. 

 

11. Manage the recruitment of students and co-ordination of internal and external liaison 

activities. 

 

12. Ensure that College Registry/MIS procedures are complied with by all staff in the 

Department. 

 

13. To undertake any other duties, commensurate with the post, as required by a member of 

the Executive Leadership Team and/or HoF. 

 

Mandatory Duties 

1. Responsibility for safeguarding and promoting the welfare of children and vulnerable 
adults. 

2. Commitment to Equal Opportunities. 

 

Additional Duties 

3. To undertake such additional duties as may be reasonably required, commensurate with 

the level of responsibility within the College at the initial place of work or any other of the 

other College's sites. 

4. Promote a teaching, learning and working environment that observes British Values, is 

free from discrimination and where all students and staff can express their individuality in 

a professional educational setting. 

5. Promote and conduct your professional duties and responsibilities within the parameters 
of the college’s agreed values and aims.     

            
           Reviewed: June 2026 

 

 

 



 

Person Specification 
 

Job Title: Deputy Head of Faculty 

Assessment Criteria 

Evaluated on application form (A) and/or interview (I) 

 

Experience 

Essential Criteria: 

• Successful curriculum/ team/faculty management and/or co-ordination experience (A) 

• Teaching a subject specialism relevant to the faculty at a consistently high level and 

standard (A) 

• Experience of collating and interpreting data, providing reports and handling confidential 

and sensitive information (A/I) 

• Experience of implementing and monitoring quality assurance and quality improvement 

systems 

(A/I) 

• Experience of Tutoring and liaising with next-of-kin and other agencies/departments about 

learner support (A/I) 

• Demonstratable IT Competency (A) 

 

Desirable Criteria: 

• Experience of integration of ILT in the curriculum (A) 

 

Skills and Abilities 

Essential Criteria: 

• Successful teaching experience in one of the faculty specialisms with commitment to 

student success (A/I) 

• Commitment to and strong record of student success (I) 

• Ability to enthuse and motivate staff in pursuit of being exceptional (A/I) 

• Ability to be flexible and respond to needs of the faculty on a day-to-day basis (A/I) 

• Effective written and verbal communication skills (A/I) 

• Ability to prioritise, manage time effectively and consistently meet deadlines (A/I) 



 

• Ability to collaborate, share best practice and to encourage and facilitate this in others (I) 

 

Personal Qualities 

Essential Criteria: 

• An evident passion for continual improvement (I) 

• Empathetic and supportive when dealing with both learners and colleagues (I) 

• Motivational, solution-focused and positive outlook(I) 

• Resilient and able to work under pressure (I) 

• Confidence in dealing with challenging situations with the ability to manage conflicting 

priorities (I) 

• A proactive, energised, positive and fair approach (I) 

 

Qualifications 

Essential Criteria: 

• Appropriate qualification and experience at level 3 or above in any one of the faculty 

specialisms (A) 

• Recognised teaching qualification (A) 

 

Mandatory Requirement 

Essential Criteria 

• Commitment to safeguarding and promoting the welfare of children and 

vulnerable adults (I) 

• Commitment to equal opportunities (I) 

 
Reviewed: June 2026 



 

 

 


