
Job Description 

Head of English and Media Studies   

Post Title Head of English and Media Studies   

Overall 

responsibility 

The Head of Department is responsible for the performance of 

all staff within the department team and the school 

library/librarian 

Reporting to: Senior Leadership Team 

Liaising with: All Staff, Governors, Parents/Carers. 

Salary/Grade UPS/MPS + TLR 1a (£8,706) 

 

Strategic Purpose  

 The Head of Department is responsible for the performance and wellbeing of all staff 

within the team. 

 To ensure the provision of an appropriately broad, balanced, relevant and adapted 

curriculum for pupils studying in the department, in accordance with the aims of the 

School and the curricular policies determined by the Governing Body and Headteacher.  

 Lead and promote whole school literacy. 

 To develop and enhance the teaching practice of others.  

 To monitor and support overall progress and development of pupils as the Head of 

Department, Teacher and Tutor. 

 

Operational Responsibilities  

The Head of Department shall:  

 Lead the development of appropriate exam specifications, resources, Schemes of 

Work, Marking & Homework Policies, Assessment and Teaching and Learning strategies 

within the department. 

 Lead the day-to-day management, control and operation of course provision, including 

the effective deployment of staff and other physical resources.  

 Keep up to date with the latest research into teaching & learning/curriculum 

development and use this to develop effective pedagogy across the department. 

 Monitor and evaluate the strengths and areas of improvement within the department, 

liaising with SLT and colleagues to formulate strategic plans. 

 Ensure a high quality learning experience for pupils, which meets individual needs.  

 Analyse and evaluate performance data and follow-up on pupil progress. 

 Contribute to middle leadership across the School and the development of staff and 

pupils both within the department and beyond.  

 Work with the Senior Leadership Team to ensure that the continuing professional 

development needs of staff are identified and that appropriate programmes are 

designed to meet such needs.  

 Act as a positive role model to staff and pupils, promote teamwork and motivate staff 

to ensure effective working relations. 

 Ensure effective communication and consultation, as appropriate, with parents, staff 

and outside agencies.  

 Encourage pupils to get involved in extra-curricular activities within the department. 

 Lead and promote literacy across the school providing literacy resources for tutor time 

activities, whole school CPD and ensure the effectiveness of the Accelerated Reader 

programme  

 Implement the School’s Behaviour for Learning system within the department. 

 Undertake such other appropriate duties as may be reasonably required from time to 

time by the Senior Leadership Team.  



Other Duties 

 To be a designated form tutor. 

 To take part in marketing and liaison events such as Open Evening, Parents’ Evenings 

and events with partner schools. 

 To uphold the School's policy in respect of child protection matters. 

 Set a good example in terms of dress, punctuality and attendance.  

 Uphold the School's behaviour code and uniform regulations.  

 Participate and contribute to the organisation of School visits and trips that 

complement learning.  

 Supervise pupils outside lesson time in morning and afternoon sessions, for example 

during lesson changeovers 

 

Head of English & Media, March 2023 

 

 

 

  



 Essential Desirable Evidence 

Qualifications and Experience 
1 Appropriate degree and/or teaching qualification.   A 
2 Recent experience of leading an English department to GCSE level   A 
3 Recent experience of teaching pupils aged 11– 16 years.   A 
4 Ability to teach GCSE English Language, English Literature and/or 

Media Studies 
  A 

5 Proven experience of teaching exam classes and strong pupil 
performance 

  I, R 

6 High quality teaching to pupils of all ages and abilities   I, R 
7 Collaborating with colleagues in the preparation, assessment and 

monitoring of pupil work 
  I, R 

8 Evidence of recent appropriate professional development.   A, R 
9 Evidence of contributing to successful improvement strategies   A, R 
10 Evidence of curriculum development and change management   A, I, R 
11 Knowledge and understanding of Safeguarding practice   A, I 
Skills 
12 Establish a safe and stimulating environment for pupils, rooted in 

mutual respect 
  A, I 

13 Set targets that stretch and challenge pupils of all backgrounds and 
abilities 

  A, I 

14 Support all aspects of department self-evaluation and improvement 
strategies 

  I, R 

15 Ability to work hard under pressure while maintaining a positive, 
professional attitude 

  I, R 

16 Ability to organise and prioritise workload and work on own initiative   I, R 
17 Excellent personal, oral and written presentation skills   A, I, R 
Personal Attributes and Behaviours 

18 Adaptability and flexibility to changing circumstances and new ideas   I, R 
19 A belief that schools have a responsibility to prepare pupils for their 

lives - not just for exams 
  A, I, R 

20 Creative, courageous and resilient   I, R 
21 Sustain personal motivation and that of colleagues   A, I, R 
22 Willing to take responsibility and ownership   A, I, R 
23 Team player   I, R 
24 Evidence of a sense of humour, commitment and enthusiasm.   I, R 
25 Evidence of self-motivation and the ability to be self- critical, and to 

evaluate own performance. 
  I, R 

Ability to Fulfil Wider Professional Responsibilities 

26 Willingness to make a positive contribution to the wider life and ethos 
of the School 

  A, I, R 

27 Ability to develop effective professional relationships with colleagues, 
pupils and parents 

  I, R 

 

Key to Evidence:  A = Application   I = Interview  R = Reference 

 


