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ST. ANSELM’S COLLEGE

JOB DESCRIPTION 

	Post Title:
	HEAD OF BUSINESS                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                   DEPT.           TLR2c (£2,873.00 pa)

	Purpose:
	· To oversee and be responsible to the Headmaster for the leadership and management of this curriculum area.

· To raise and maintain standards of student attainment and achievement within this subject/department and to monitor and support student progress.

· To be accountable for student progress and development across the department.

· To ensure the provision of an appropriate curriculum for students in accordance with College curriculum policy.

· To assist in the development of teaching within this Department
· To support the effective management and deployment of staff and resources within the Department and to ensure the maintenance of teaching areas and equipment.

	Reporting to:
	· Head of 6th Form

	Responsible for:
	·  2nd teacher in Dept.

	Liaising with:
	· Head of 6th Form, SLT Link Manager, Dept. staff.

	MAIN (CORE) DUTIES

	Operational
	· Prepare and update departmental documentation
· To support the teaching and learning practice of Dept. staff by example, through monitoring and observation, to disseminate and evaluate good practice and to manage the development of technology as a teaching tool.

· Prepare and implement a Departmental Marking and Assessment policy, which conforms to the College’s Homework Policy and which contains guidelines on methods of marking and to monitor the practices of Department staff.

· Ensure that the Department is adequately equipped by overseeing the maintenance of a good level of provision, ordering books, equipment and materials, and control of new and used stock (Stock Control) and to supervise an annual inventory of stock and equipment and bill students for lost and damaged books.

· In the event of a member of the Department being absent for any length of time, ensure that the students receive adequate provision during the absence and that homework is set and marked.

· Take overall responsibility for Departmental trips  etc., by seeing that they are adequately organised and conform with College regulations and to develop and maintain extra-curricular activities that support the development of pupil learning.
· Be responsible for the setting and co-ordination of internal examinations in their subject and ensure that each year group has the same paper(s) or that different papers are standardised.

· Oversee Departmental disciplinary procedures for students.

· Ensure the implementation of the Health & Safety regulations within the Department and report to the Health & Safety Committee.

	Curriculum Provision:
	· Prepare and implement a Scheme of Work throughout the College.

· Ensure that Dept. policy and schemes support the delivery of the College’s Citizenship, Work-Related Learning, Enterprise Education, SEND and Able & Talented policies and responsibilities.

	Curriculum Development:
	· Engage in collaborative activities with other schools as directed by the Headmaster.

· Liaise with the 6th Form and SLT Link Manager and Link Governor regarding the delivery of the curriculum.

	Staffing:

Staff Development:

Recruitment/Deployment of Staff
	· Encourage and support staff CPD by regular Departmental discussion, the introduction of new ideas and techniques and, where necessary, establishing links and co-operation with other subject areas.

· Assist with the appointment of staff and ensure that staff and students working within the Department (eg those on teaching practice) receive help or advice as necessary.

· Support all Department staff, including non-teaching staff, and monitor the fulfilment of their duties.

· Observe Department colleagues’ teaching as part of the PMR process and contribute to PM  targets.

· Co-ordinate the mentoring of ITT students placed with the Department.

	Quality Assurance:
	· Ensure that all staff follow Dept. and College policy on assessment and reporting and to monitor the practice of colleagues, to ensure consistency, updating this policy annually.

· Monitor the implementation of the WSB Policy within the Department.

· Monitor and sample report writing for Years 12 & 13 within the Department.

	Marketing:
	· To contribute to annual Self-Evaluation procedures in the Department and prepare Action Plans compatible with College Improvement priorities, in liaison with the Head of 6th Form.
· Recruitment of students at Y11 options evenings and the production of options literature.

	Management Information:
	· Provide accurate information for examination entries within Dept. curriculum areas.

	Management of Resources:
	· To be responsible for the Dept. budget and the efficient use of resources.

· Preparing bids for extra funding.

	Communication:
	· Arrange regular Departmental meetings (at least once each half-term) with minutes being kept in the Department and copies given to the Head of 6th Form and SLT Link Manager.

· Headmaster and Head of 6th Form.
· Provide an annual report to Governors on Dept. achievements and student progress.

	Pupil Progress System:
	· Monitor the progress of all pupils in subject areas through assessments, tests and examinations.
· Lead and monitor target-setting to support individual student progress within the Department.

	Teaching:
	· To undertake an appropriate programme of teaching in both Business and Economics.

	Additional Duties:
	


	Other Specific Duties:

· Support the Catholic, Christian ethos of the College through your teaching and example to students and colleagues.
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