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ROBERTSBRIDGE COMMUNITY COLLEGE JOB DESCRIPTION 

Job Title:  Deputy Headteacher 

Pay Scale: Leadership L18 – L23 

Last updated:  March 2023 

Hours per week: 32.5 (full-time) 

Contract type: Permanent 

Responsible to:   Headteacher 

Job Purpose (Main purpose of the role) 

To work closely with the Headteacher, Senior Leadership Team and Governing Body to provide professional 
leadership and management, in order to achieve the highest standards throughout the College. 

Key Responsibilities and tasks 

The duties outlined in this job description are in addition to those covered by the latest School Teachers’ 
Pay and Conditions Document.  It may be modified by the Headteacher, with the agreement of the 
postholder, to reflect or anticipate changes in the job, commensurate with the salary and job title. 
 
Strategic direction and development of the school in co-operation with, and under the 
direction of, the Headteacher 

• support and secure the commitment of others to the vision, ethos and policies of the school and 
promote high levels of achievement 

• support the creation and implementation of the strategic College plans, especially as it relates to 
the staff performance and to take responsibility for appropriately delegated aspects of it 

• support all staff in achieving the priorities and targets the school sets and monitor the progress of 
these 

• support the evaluation of the effectiveness of the school’s policies and developments and analyse 
their impact 

• to lead on School Self-Review procedures, contributing to effective evaluation of all areas of the 
College 

• to play a role in all aspects of safeguarding at the College 
 
Raising Achievement and Curriculum 

• support the Headteacher in the monitoring of the quality of teaching and children’s achievements 
across the school, including the analysis of performance data and subsequent intervention 

• support the Headteacher in developing links with parents of children in the school 
• review and develop curriculum structures to maximise success whilst retaining breadth and 

challenge, including oversight of the Options process and assessment and reporting structures 
• enrich both the formal and wider curriculum, so that students develop as well rounded, confident, 

life-long learners 
 
Leading and managing staff 

• provide leadership, professional support and guidance for staff, ensuring that all are treated fairly, 
equitably and with dignity and respect to create and maintain a positive culture. 

• provide challenge and support to develop capacity and drive to ensure high and consistent 
standards of work and behaviour from staff and students within the school community. 

• support and deputise for the Headteacher 
• support and uphold the College’s policies on behaviour and relationships 
• undertake formal disciplinary investigations as necessary 
• support the Headteacher in developing positive working relationships with and between all pupils 

and staff throughout the school 
• lead groups of staff in development activities and evaluate outcomes 
• to develop themself as a leader and encourage the development of leadership throughout the 

College community 
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• oversee Performance Management/Appraisal procedures in line with ESCC and College policy 
 
Teaching and Learning 

• support the Headteacher in establishing a learning environment that helps pupils develop study 
skills in order to learn more effectively and with increasing independence 

• assist the development and monitoring of the curriculum provision throughout the school, liaising 
appropriately with Subject Leaders, support teams and class teachers 

• support the Headteacher in the monitoring of the quality of teaching and children’s achievements 
across the school, including the analysis of performance data 

• organise Continued professional development programme to ensure Teaching and Learning is of 
the highest standard 

 
Effective deployment of staff and resources 

• work with the Headteacher in establishing priorities for expenditure in respect of curriculum and 
pastoral development in the College, and in monitoring the effectiveness of spending and usage of 
resources 

 
General 

• be a role-model for students and staff through personal presentation and professional conduct. 
• undertake such other duties as reasonably correspond to the general character of the post and 

commensurate with membership of the senior leadership team. 
• maintain confidentiality inside and outside the College. 
• to share, with all members of the Senior Leadership Team, in upholding the school’s expectations 

in relation to attendance, punctuality, behaviour and uniform 
• to act as line manager for identified curriculum/subject/house teams 
• to share, with all members of the Senior Leadership Team, in attending events and activities outside 

the normal school day, including Governors’ Meetings as appropriate 
• to share, with all members of the Senior Leadership Team, in leading assemblies and developing 

the school ethos 
• take on specific tasks related to the day to day administration and organisation of the school as 

requested by the Headteacher; 
• take on any additional responsibilities which might from time to time be determined; 
• create and maintain positive and supportive relationships with staff, parents and governors; 
• to engage with appropriate training opportunities to promote professional effectiveness in this role 

Child Protection / Safeguarding Policy 

It is the post holder’s responsibility for promoting and safeguarding the welfare of children. You will comply 
with the College’s Child Protection and Safeguarding Policy, and the requirement to report to the 
Safeguarding Team any concerns relating to the safety or welfare of children. 
 
This school is committed to safeguarding and promoting the welfare of children and young people and 
expects all staff and volunteers to share this commitment.  Therefore, the postholder will be subject to an 
Enhanced Disclosure and Barring check. 

This Job Description is correct at the time of print and gives the main responsibilities and tasks of the role.  
These may however be changed or added to as appropriate. 
 
There may also be the need for staff to undertake additional duties from time to time, appropriate to the 
level of the post.  Should these additional tasks become a frequent part of the role, the job description will 
be revised through consultation with the post holder. 
 
Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual 
task undertaken may not be identified.  Employees will be expected to comply with any reasonable request 
from a manager to undertake work of a similar level that is not specified in this job description. 
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This post is subject to the current conditions of employment for Class Teachers contained in the School 
Teachers' Pay and Conditions Document (STPCD), the 1998 School Standards and Framework Act, the 
required standards for Qualified Teacher Status and Class Teachers and other current legislation. This job 
description should be read in conjunction with Annex 1 – Teachers’ Standards (England) contained within 
the STPCD. 
 
This job description may be amended at any time following discussion between the Headteacher and 
member of staff. 
 

Signed: 
 

Post Holder: Date: 

Signed: 
 

Headteacher:   Review Date: 
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PERSON SPECIFICATION 

 Essential Criteria Desirable Criteria Method of Assessment/ 

Source of Information 

Key Skills & Abilities 

Leadership • Ability to lead, provide 

clear vision and 

command respect 

• Incisive and clear 

strategic thinker 

• Decision maker 

• Ability to motivate 

students and staff 

• Ability to delegate 

responsibility, set high 

standards and provide 

a focus for 

achievement 

• Personal impact and 

presence 

Interview 

Management • Ability to manage 

change in a school and 

monitor and evaluate 

its impact 

• Good organisational 

skills 

• Experience of playing a 

leading role in 

implementing a School 

Improvement Plan or 

Action Plan 

Application/Interview 

Relationships • Ability to establish and 

develop good 

relationships with all 

involved in the school 

• High expectations and 

standards 

• Enthusiasm and ability 

to enthuse others 

• Commitment 

• Clear philosophy 

• Sense of humour 

 Interview 

Interpersonal 

and 

communication 

skills 

• Ability to communicate 

effectively in writing 

and orally 

• Competent in the use 

of ICT 

• Flexible and 

approachable 

• Resilient under 

pressure 

• Ability to deal 

sensitively with people 

and resolve conflicts 

• A positive and 

energetic approach to 

work 

Application/Interview 

Education & Qualifications 

Education • Qualified Teacher 

Status 

• A degree or equivalent 

Higher degree 

Application + original 

certificates 
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qualification, 

postgraduate courses 

• Recognised 

management 

qualification 

Professional 

Development 

• Evidence of sustained 

participation in INSET, 

especially school 

management 

programme or similar 

• NPQ qualification or 

similar 

Application 

Knowledge and Understanding 

National 

Framework 

• Knowledge of relevant 

legislation 

• OfSTED awareness 

• Awareness of current 

developments in 

education and the 

implications of these 

• Recent experience of 

an OfSTED inspection 

and its follow up 

 

Application/Interview 

Teaching and 

Learning 

• Practical understanding 

of effective and 

innovative teaching and 

learning strategies 

• Understanding of 

actions to prepare 

students to live in a 

culturally diverse 

society 

• Understanding of 

Spiritual, Moral, Social 

and Cultural 

development 

• Evidence of monitoring 

and evaluating teaching 

• Evidence of 

implementing strategies 

to promote racial 

harmony and 

understanding/ 

delivering SMSC 

development 

Application/Interview 

Standards • Understand the 

characteristics of an 

effective school 

• Awareness of strategies 

to raise student 

achievement, manage 

behaviour and prevent 

discrimination 

• Understanding of how 

to set targets 

• Involvement in school 

improvement work 

• Knowledge of the SEN 

Code of Practice 

 

Application/Interview 

National 

Curriculum 

• Understand the 

planning of the 

National Curriculum, 

including assessment, 

recording and reporting 

• Experience of planning 

the curriculum across 

the age range of the 

school 

Application/Interview 

Parents and 

Community 

• Understanding of the 

role which can be 

played by parents and 

• Experience of working 

directly with parents to 

raise standards and 

Application/Interview 
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the community in 

raising standards 

involvement with the 

local community 

Governance • Knowledge of the role 

of Governors 

• Experience of work 

with Governors 

Application/Interview 

Experience 

Teaching • At least 8 years 

classroom teaching 

experience in a 

secondary setting 

• Evidence of 

curriculum/pastoral 

leadership relevant to 

post applied for 

• Evidence of leadership 

across the school age 

range within the last 3 

years 

• Experience of leading a 

significant development 

to implementation 

Application 

Schools  • Taught in at least 2 

schools 

• Experience of a wider 

range of schools and 

other educational 

establishments 

Application 

Management 

Responsibility 

• Three years’ experience 

as Senior Manager in a 

similar type school 

• Experience of senior 

leadership in more than 

1 school 

Application 

Resources • Experience of 

managing and/or co-

ordinating staff 

• Experience of 

managing teaching 

resources 

• Awareness of how to 

set and manage a 

school budget 

Experience of: 

• Appointing and 

inducting staff 

• ICT systems for 

management purposes 

• Establishing and 

developing school 

administrative systems 

Application/Interview 

Personal Attributes 

Education 

Philosophy 

• A commitment to 

raising achievement 

through partnership 

with parents, other 

educational 

establishments and the 

LA 

• A determination to 

progress school 

improvement and a 

desire to fulfil each 

child’s potential 

• A commitment to 

inclusive education and 

willingness to respond 

to the needs of 

individual learners 

• An understanding of 

the way schools can 

promote values and a 

moral code 

Interview 
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Staff 

Development 

• Commitment to the 

development of all 

staff (teaching and 

support staff) 

• Experience of playing 

a leading role in 

establishing a staff 

development 

programme 

Application/Interview 

Equal 

Opportunities 

• Commitment to 

equality of opportunity 

• Commitment to race 

and gender equality 

and social inclusion 

 

• Understanding of the 

need to promote 

positive role models 

• Experience of 

implementing strategies 

for social inclusion 

Application/Interview 

 


