
 
 

 

 

 

 

 

 Head of Department for Business & I.T.  
TLR2C 

  
Job Purpose: 
To be a senior member of the Curriculum Team leading the Business & I.T. Department. 

 

Whole school responsibilities: 

• Support and promoting the Catholic ethos, Mission, Aims and Objectives of the school. 

• To be responsible for the student progress and development within the department 

 

Department responsibilities: 

• To maintain the Standards of the school in your designated area. 

• The strategic leadership and development of the Business & I.T. department 

• To be accountable for student progress and development within the department 

• To ensure all our students experience the very best provision and are able to achieve their potential. 

• Monitor and evaluate the quality of provision within the department to include the curriculum, quality of teaching and 
student outcomes, implementing effective interventions where necessary. 

• Raising student and staff levels of attainment and achievement 

• Develop and enhance the teaching practice of others and when appropriate challenge under-performance, 
ensuring consistently good/outstanding teaching and learning across the department. 

• Effectively manage and deploy teaching/support staff, financial and physical resources within the department 

• To ensure that the Business & I.T. Department maintains above national status in all respects. (internal and external 
verification) 

• Leadership of and attendance at agreed departmental meetings. 

• Ensure departmental practice reflects school policy and practice. 

• Ensure the provision of an appropriately broad, balanced, relevant and differentiated curriculum, in accordance with 
the aims of the school and Saint Augustine’s curriculum policies. 

• Taking a leadership role in the formulation of the school’s aims and objectives 

• Manage departmental budgets ensuring Best Value at all times, following school policy 

• Monitoring and evaluating progress towards the achievement of the School’s Priorities 

• Participating in all aspects of school improvement planning 

• Keeping abreast of curriculum developments and ensuring that pupil progress is in line with or better than national 
expectations. 

• Supporting the curriculum plan and the construction of the timetable 

 

Management of Staff: 

• The strategic leadership and development of the department 

• High quality leadership to create very effective teams within the department and at middle leader level. 

• Responsible for the line management and performance management of the subject teachers and support staff within 
the department 

• Participate in the recruitment and development of teaching and non-teaching staff of the department. 

• Participate in the appraisal of the performance of teaching and non-teaching staff of the department. 

• Leading and contribution to INSET 

• Provide professional advice and support and the identification of training needs. 

 

 
 
 
 
 
 
 
 
 
 



SPECIFIC RESPONSIBLITIES RELATED TO BEING A CLASSROOM TEACHER: 
To be a classroom teacher responsible for: 

• To carry out the duties of a teacher as set out in the current Teachers’ Standards Document 

• Implementing and delivering an appropriately broad, balanced, relevant, and differentiated curriculum for students in 
your designated curriculum area 

• Monitoring and supporting the overall progress and development of students as a teacher / Form Tutor 

• Facilitating and encouraging learning experiences which provide students with the opportunity to achieve their 
individual potential. 

• Contributing to raising standards of student attainment in your curriculum area 

• Sharing and supporting in the school’s mission to achieve personal and academic excellence for students. 

• Supporting the Catholic ethos of the school 

 

SPECIFIC RESPONSIBLITIES: 
1. Teaching: 

• To maintain the Standards of the school in the designated area 

• To teach students according to their educational needs, including the setting and marking of work to be carried out 
by the student in school and elsewhere. 

• To assess, record and report on the attendance, progress, development, and attainment of students and to keep 
such records as are required. 

• To provide, or contribute to oral and written assessments, reports and references relating to individual students and 
groups of students. 

• To ensure that ICT, Literacy, Numeracy, and school subject specialism(s) are reflected in the teaching/learning 
experience of students. 

• To undertake a designated programme of teaching 

• To ensure a high-quality learning experience for students which meets internal and external quality standards. 

• To prepare and update subject materials. 

• To use a variety of delivery methods which as part of a departmental team stimulate learning appropriate to student 
needs and the demands of the syllabus being taught. 

• To maintain good behaviour in accordance with the school’s procedures, and to encourage good practice with 
regard to punctuality, behaviour, standards of work, homework and dress. 

• To undertake assessment of students as requested by external examination bodies, departmental and school 
procedures. 

• To mark, grade and give written/verbal and diagnostic feedback as required. 

 

2. Operational/Strategic Planning: 

• To lead in the development of appropriate syllabuses, resources, schemes of work, marking policies and teaching 
strategies in your designated Curriculum Area 

• To lead on the Curriculum Area and department’s development plan and its implementation 

• To plan and prepare courses and lessons. 

• To contribute to the whole school’s planning activities 

 

3. Curriculum Provision: 

• As Head of Department to ensure that the curriculum area you teach in provides a range of teaching which 
complements the school’s strategic objectives 

 

4. Curriculum Development: 

• Within your department, lead in the process of curriculum development and change so as to ensure continued 
relevance to the needs of students, examining and awarding bodies and the school’s Mission and Strategic 
Objectives 

 

5. Staff Development: 

• To continue personal development in your relevant subject areas including subject knowledge and teaching methods 

• To engage actively in the Performance Management Review process 

• To ensure the effective/efficient deployment of classroom support 

• To work as a member of a designated team and to contribute positively to effective working relations within the 
school 

 

6. Monitoring and Evaluation: 

• To implement departmental and school improvement planning processes within your department 

• To lead on the process of monitoring and evaluation 

• To review from time-to-time methods of teaching and programmes of work 

 

7. Management Information: 

• To maintain appropriate records and to provide relevant accurate and up-to-date information on students. 

• To complete the relevant documentation to assist in the tracking of students and to inform teaching and learning. 

 

8. Communications 

• To communicate effectively with the parents of students as appropriate 

• To communicate effectively with your Head of Department and Head of Year 

 

9. Marketing and Liaison 



• To take part in marketing and liaison activities such as Open Evenings, Parent Evenings and liaison events with 
MAC schools 

• To lead on the development of effective subject links with external agencies 

 

10. Management of Resources 

• To manage the process of the ordering and allocation of equipment and materials within your department 

• To identify resource needs and to manage the efficient/effective use of physical resources. 

 

TO BE A FORM TUTOR IF NEEDED AND AVAILABLE RESPONSIBLE FOR: 
1. Supporting, guiding and promoting academic and personal excellence for a designated group of students 

• Creating a positive form identity consistent with the school’s Catholic mission 

• Praying with the form and leading them in collective worship preparation and participation 

• Attending Whole School Masses and other liturgical celebrations with the form 

• Promoting and reporting on students’ personal, social, spiritual, and academic progress 

• Delivering if required Citizenship or General Studies 

• Supporting the relevant Year Head 

• Promoting high standards of attendance, punctuality, dress, and behaviour 

• Implementing the school’s Code of Behaviour with students 

• Taking an active role in addressing individual student issues and needs 

• Accepting responsibility for creating a sense of community ensuring form members are happy and safe and able to 
learn in school. 

 

2. Daily procedures with a designated group of students 

• Completing the daily register for the tutor group 

• Requiring students to account for absence and lates and liaising with the Year Head as appropriate. 

• Dealing with returns and requests for information about students in the tutor group 

• Ensuring that students comply with school expectations on personal appearance and the School’s Code of Conduct 

• Informing students of relevant information and daily notices 

 

Responsible for: 

• Teachers of Business & I.T 

 

Responsible for the following budgets: 

• Business & I.T 

 

Responsible to: 

• SLT Link 

• Principal  

 

The above list of duties is not exclusive or exhaustive and the post holder will be required to undertake such tasks as may reasonably 
be expected within the scope and grading of the post. 

 

This job description is current at the date shown, but following consultation with you, may be changed by the Head of School o reflect 
or anticipate changes in the job which are commensurate with the salary and job title. 

 


