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SECOND IN MATHEMATICS

JOB DESCRIPTION


Job Title/Post:	 		Second in Mathematics Department

Salary:				TLR 2b

Immediately responsible to: 	Head of Mathematics
Deputy Head Teacher and 
ultimately Head Teacher

Job Purpose

To assist the Head of Mathematics in raising standards of student attainment and achievement within the curriculum area in line with national and school policies/priorities.  This will include assisting in developing the quality of teaching; monitoring and supporting student progress to raise standards in the quality of learning and making strategic evaluations of teaching and learning issues in the curriculum area of Mathematics.  

To be responsible for a key stage (to include production of schemes of learning, assessment and tracking, monitoring and intervention of student progress).

To deputise for the Head of Mathematics and be responsible for the department during periods when the Head of Mathematics is out of school including the setting of work for any absent colleagues.

General Responsibilities

	1.
	 To implement the aims and objectives of the school.

	
	

	2.
	To undertake such duties and administrative tasks as may be reasonably directed by the Head of Mathematics.

	
	

	3.
	To participate in and contribute to appropriate INSET provided by the school and Local Authority and to so encourage members of the department.

	
	

	4.
	To assume a reasonable proportion of the responsibility for the behaviour, supervision and safety of pupils whilst on school premises and/or on official out of school activities.  In particular, to carry out a share of supervisory duties in accordance with published rosters.

	
	

	5.
	To contribute to broader aspects of school life as opportunity and situations make relevant.

	
	

	6.
	To act as Form Tutor with the associated responsibilities of such posts.  This may include the organisation of whole school assemblies per year.

	
	

	7.
	Attend and participate in open/parent evenings.  To contribute to major school events in an appropriate fashion.

	
	

	8.
	Attend team and staff meetings within and beyond the school that are relevant to the post, with respect to meetings in school to represent views relevant to the subject.

	
	

	9.
	To be responsible for and committed to safeguarding and promoting the welfare of children and young people and for ensuring that they are protected from harm.

	

	


Principle Responsibilities

1. To plan and prepare lessons in accordance with Departmental schemes of work.

1. To teach Mathematics to appropriate levels through KS3 to GCSE level, to set homework, and mark work arising therefrom.

1. To maintain high standards of student behaviour and good order in the classroom and around the school, and to pursue appropriate action when pupils fail to respond.

1. To contribute to the planning, preparation, delivery and recording of the curriculum in Mathematics, reflecting the department’s commitment to effective teaching and learning.

1. To ensure that literacy is embedded into the teaching of Mathematics.

1. To make assessments and to complete student records, reports, profiles, etc according to school and departmental policy.

1. To provide oral and written feedback that moves the learner forward in their mathematical knowledge, skills and understanding.

1. To track and monitor student progress, ensuring timely interventions are provided in response to assessment data.

1. To take part, when relevant, in external requirements for the preparation of pupils for public examination, e.g. assessment and recording of work, supervision of examinations or related systems of assessment.

1. To contribute to the setting of internal examinations, their supervision, marking and reporting, according to school policy.

1. To contribute to the general work and development of the department’s and/or relevant cross curricular areas, to implement policies and undertake tasks arising from these.

1. To take responsibility for teaching and other rooms used, including their good organisation and management (e.g. display, stock equipment) and to be responsible for the care of the classroom by pupils adhering to departmental policy and Health and Safety considerations.

1. To take responsibility for the safe and efficient management of teaching rooms and storage space with particular regard for health and safety.

1. To ensure that all aspects of the safety of pupils, staff and equipment are adequately communicated to the appropriate parties and are adequately monitored for implementation as they concern the work of the department.

1. To act as form tutor with the associated responsibilities of such a post – as directed by the Headteacher.

1. To undertake a share of general supervisory duties at break, before and after school in accordance with the duty rota.

1. To play a role in organising and running extra-curricular activities.

1. Other duties as reasonably requested by the Headteacher.

Teaching and Learning

	1.
	Setting and maintaining high standards of teaching and learning across the age and ability range.  Assisting in organising and directing the teaching of Mathematics across the school.  

	
	

	2.
	To contribute to the teaching of Mathematics within the school and such other subjects as may reasonably be directed by the Deputy Headteacher.

	
	

	3.
	In the absence of the Head of Department, ensuring that appropriate work is supplied for the use of the Learning Manager, supply or substitute staff.

	
	

	4.
	Developing strategies to monitor and promote effective transition arrangements in Mathematics to ensure continuity and progression for all pupils from KS2 to KS3 and KS3 to KS4 and to liaise with the appropriate Assistant Headteacher in this respect.

	
	

	5.
	Developing and co-ordinating curricular links with primary schools, colleges and other partners as directed by the Head of Department.

	
	

	6.
	Taking a leading role in specific project(s) to be decided with the Head of Department.

	
	

	7.
	Assisting the Head of Department in ensuring the provision of an appropriately broad, balanced, relevant and differentiated curriculum for students studying in the department, in accordance with the aims of the school and the curricular policies determined by the Governing Body and Headteacher.

	
	

	8.
	Reviewing, developing and refining schemes of work in line with the KS3 Programme of Study and appropriate GCSE specifications, and encouraging cross-curricular links with other subjects where appropriate.  To ensure that copies of the scheme are issued to appropriate members of staff and that spares are available. To ensure that the teaching of mathematical literacy is incorporated within all such schemes

	
	

	9.
	Assisting in reviewing and developing all Department policies and strategies in line with the strategic aims of the school.

	
	

	10.
	Assisting with leading curriculum development for the whole department and providing CPD (department and whole school) as appropriate.


	11.
	Updating professional knowledge and expertise as appropriate to keep up to date with developments in teaching practice and methodology, in general, and in the subject area in particular.

	
	

	12.
	Assisting in developing and coordinating Mathematics links with other schools, through and with the Local Authority, and other external agencies.

	
	

	13.
	Promoting Mathematics learning through out of hours activities.

	
	

	14.
	Developing high quality teaching resources to match the needs of the curriculum and the different abilities of learners at key stages.

	
	

	15.
	Assisting in the requisitioning, care and recording of the stock and resources of the department.

	
	

	16.
	Assisting in developing and enhancing the teaching practice of others and ensuring high common standards by developing self- evaluation strategies within the Department to monitor, evaluate and improve the quality of teaching through;

· A structured, rigorous and recorded programme of lesson observation for all staff;
-	Providing feedback and advice on improvement as appropriate;
-	Monitoring of medium-term planning;
· Completing self-evaluation audits to identify strengths and areas for
Improvement;
-	Ensuring that this process informs improvement planning within the 	Department;
· Developing and formalising arrangements for the scrutiny of pupils’ work.


	17.
	Assisting in ensuring a high-quality learning environment within the Mathematics Department by managing and improving;

· The fabric of the classrooms within the Department area
Displays and exhibitions including learning aids and student work to inspire and support learning
· Classroom behaviour by ensuring that Department policies on sanctions are consistent with the agreed school Behaviour Policy and its systems.

	
	

	18.
	Assisting in the school Performance Management process by being responsible for the line management of teachers as directed by the Head of Department.

	
	

	19
	Liaising with Senior Managers to support teachers within the Department by identifying their professional development needs that will enhance teaching and learning; induction of new teachers to the Department, including Early Career Teachers (ECTs) and supporting trainee teachers as directed by the Head of Department.



Recording, Reporting and Assessment

	1.
	Assisting the Head of Department in developing and enhancing all assessment arrangements within the Department in line with school policy.

	
	

	2.
	Assisting in analysing data relating to the progress of pupils in Maths and devise appropriate intervention strategies related to data outcomes.


	3.
	Assisting in ensuring that administration and procedures relating to external examinations are completed efficiently for the subject; to select appropriate public examinations that maximise success and to monitor and explain subject performance when required.

	
	

	4.
	Assisting in ensuring that internal examinations are set and marked in the subject, and they are of appropriate standards, and that administrative and professional responsibilities relating to school examinations are completed, e.g. completing student records, reports to parents etc.

	
	

	5.
	Assisting in ensuring high common standards in the setting of homework, the marking of work and in examination preparation.

	
	

	6.
	Assisting in developing, co-ordinating and monitoring strategies to raise pupil achievement, in line with the school’s ‘Assessment for Learning’ targets, making best use of assessment information to ensure that individual needs are being met.

	
	

	7.
	Assisting the Head of Department in reviewing long-term and short-term planning to ensure coverage, provision of a range of learning experiences, continuity and progression for all pupils from one year to the next, and between Key Stages, in line with the school’s target setting, making best use of assessment information to ensure that individual needs are being met.

	
	

	8.
	Liaising closely with key-stage leaders to ensure continuity and progression across the Key Stage.

	
	

	9.
	To assist in the checking of Department reports on students ensuring they are completed to a high professional standard, by the appropriate deadline dates and are consistent with the school’s reporting arrangements.

	
	

	10.
	Contributing to the termly report to Governors.



Leadership

	1.
	Assisting the Head of Department to develop self-evaluation strategies within the department to monitor, evaluate and improve the quality of teaching and learning through: -

· a structured, rigorous and recorded programme of lesson monitoring and observation for all staff; providing feedback and advice on improvement as appropriate
· completing self-evaluation audits to identify strengths and areas for improvement
· ensuring that this process informs improvement planning within the Department
· developing and formalising arrangements for the scrutiny of pupil’s work and staff planners

	
	

	2.
	Assisting the Head of Department in the production of a detailed School Development Plan in line with agreed whole school priorities.

	
	

	3.
	Deputising for the Head of Department in the event of absence; taking responsibility for the day-to-day management issues in this event.  To deputise for the Head of Department by attending meetings or working parties as and when required.

	
	

	4.
	Assisting in supporting and motivating support staff working within the Department.

	
	

	5.
	Contributing to management decisions on all aspects of policy formulation, development and implementation.

	
	

	6.
	Liaising with Governors, when appropriate, to facilitate their overview of the leadership and management of the school.

	
	

	7.
	Supporting the school’s continued development as a Science and Arts College.



Standards and Quality Assurance

	1.
	Assisting in ensuring that the department’s quality procedures meet the requirements of the school’s self-evaluation strategy and the Development Plan.

	
	

	2.
	Liasing with appropriate external agencies, organisations such as the Local Authority and other schools to ensure the maintenance of high standards within the Department.
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