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Job Title: 		Associate Assistant Headteacher 

Responsible To:  		Deputy Headteacher 

Salary: 			Leadership Spine Pt. 10 - 14

Hours: 			Full Time

Latest Review Date:	March 2025

 
1. This job description allocates duties and responsibilities, but does not direct the particular amount of 
	time to be spent on carrying each out.

2. This Post is part of the School’s teaching and leadership structure. The post holder will actively 
support the School’s ‘Raising Achievement for All’ culture and participate in whole School self-evaluation and development.

3. Subject to the above, the description of your post is as follows:
The broad purpose of this post will include:

· Leading and managing the School under the direction and delegation of the Headteacher.
· Raising standards of student achievement, attainment and progress within the School.
· Undertaking the professional duties of a teacher.
· Undertaking duties/roles and responsibilities assigned to them by the Headteacher.

Play a major role in:

· Formulating the aims and objectives of the school.
· Establishing the policies through which they shall be achieved.
· Managing staff and resources to that end.
· Monitoring progress towards their achievement.

 Additionally, the post holder shall be:

· Accountable for specific areas of responsibility as reasonably delegated to the post holder by the 
Headteacher.

Generic Responsibilities:

1. Shaping the Future
· Support the Headteacher and governors in establishing a vision for the future development of the 
school.
· Play a leading role in the school improvement planning process, taking account of the agreed 
priorities of the School.
· Contribute to the identification of key areas of strength and weakness in the school.
· Work to a high standard in implementing agreed policies, priorities and expectations, so as to set a 
good example for other colleagues. 
· Promote a culture of teamwork, in which the views of all members of the School community are 
valued and considered. 
· Contribute to the self-evaluation of the School.

2. Leading Learning and Teaching

· Lead role in the analysis of key School performance data, to ensure priorities are appropriate and improvement in standards is promoted.
· Facilitate training for staff on effective teaching and learning.
· Promote the active involvement of students in their own learning.
· Contribute to target setting; including statutory procedures and targets for individuals and groups of pupils throughout the School.
· Support strategies to promote high standards of behaviour.
· Contribute to the development of a broad and rich curriculum which meets the needs of the range of students in the School.
· Support the development of an effective assessment framework.
· Promote the use of ICT to enhance and extend students’ learning.
· Monitor and evaluate classroom practice.
· Provide support for colleagues in improving their classroom practice.
· Support, promote and maximise opportunities.

3. Developing Self and Working With Others

· Promote and safeguard the safety and welfare of children and young people.
· Contribute to the creation of a positive school ethos, in which every individual is treated with dignity and respect and the safety and welfare of children and young people is paramount.
· Support the development of collaborative approaches to learning within the school and beyond.
· Support the induction of staff new to the School.
· Set high expectations for your own performance and that of others.
· Engage in relevant professional development activity as necessary.

4. Managing the Organisation

· Contribute to a regular review of the organisation of the school to ensure it meets statutory requirements.
· Develop action plans in specified areas of responsibility, in order to bring about improvements.
· Contribute to the planning process for the distribution of resources, to ensure they meet the school’s identified priorities.
· Take responsibility for the Appraisal of identified staff.
· Provide input to the school’s appraisal and performance process.  

5. Securing Accountability

· Support the Governing Body in meeting its responsibility to account for the performance of the School.
· Support staff in understanding their own accountability, and develop approaches to its review and Evaluation.
· Contribute to the reporting of the performance of the School to parents, carers, governors and other
key partners as necessary.

6. Strengthening Community

· Gain an understanding of the diversity of the School community.
· Contribute to policies and practice which promote equality of opportunity and tackle prejudice.
· Contribute to the development of a curriculum which provides students with opportunities to enhance their learning within the wide community.
· Promote and model good relationships with parents, which are based on partnerships to support and improve students’ achievement.


Specific Responsibilities: (subject to confirmation see * below)

Lead Strategic and Ethical Curriculum Planning: Oversee the development, implementation, and continuous review of the curriculum, ensuring it aligns with ethical standards and educational policies. This includes setting long-term goals, integrating innovative teaching methods, and ensuring the curriculum meets the diverse needs of all students.
Oversee Timetabling and Staffing Projections: Lead the creation of the subject timetable, ensuring efficient use of resources and optimal staff allocation. This includes forecasting staffing needs, balancing teacher workloads, and ensuring that all classes are appropriately covered.
Promote Aspiration and Achievement: Foster a school culture that encourages high aspirations and academic excellence. This involves setting ambitious goals, celebrating student achievements, and creating an environment where all students are motivated to succeed.
Lead Student Target Setting and Data Analysis: Direct the processes for setting student targets, tracking progress, and analysing assessment data. Implement best practices to ensure data is used effectively to inform teaching strategies and improve student outcomes.
Ensure Professional Communication with Parents: Maintain high standards of communication with parents, ensuring they are well-informed about their child's progress. This includes writing clear and comprehensive reports, responding promptly to enquiries, and organising regular parent-teacher meetings.
Liaise with Parents on Student Progress: Work closely with parents to discuss their child's academic performance and address any concerns. This involves regular updates, personalised feedback, and collaborative problem-solving to support student success.
Lead KS3 and KS4 Achievement and Intervention Strategies: Develop and implement strategies to boost student achievement in Key Stages 3 and 4. This includes identifying students in need of support, designing intervention programs, and monitoring their effectiveness.
Contribute to Workforce Recruitment and Development: Participate in the recruitment, induction, and ongoing professional development of school staff. This includes interviewing candidates, organising induction programs, and providing opportunities for continuous professional growth.
Line Manage Subject & Curriculum Leaders: Provide leadership and support to Assistant Headteachers and Curriculum/Subject Leaders. This involves regular meetings, performance reviews, and offering guidance to ensure they can effectively fulfil their roles.


*Actual duties to be agreed in consultation with the Headteacher based on identified priorities for Leadership and Management of the School and subject to change following discussion with the post holder based on the requirements of the school each year.

Notes
This job description is subject to review and amendment from time to time within the terms of the conditions of employment then in force, and only after discussion with the post holder. It is hoped that all Staff will play a full and active part in the general life and activity of the School
















Person Specification for the role of Associate Assistant Headteacher 
Please note that the information below, along with the relevant Job description, acts as the selection criteria and should be used as guidance when completing your application for the post.

Key:	Essential = without evidence of which the candidate would be declined
	Desirable = useful for the role but not essential, may be used when making decision between two otherwise equally appointable candidates.

	Qualification, skills and experience 
	Essential
	Desirable
	Assessment
Method

	Possesses Qualified Teacher Status with proven experience in teaching Key Stage 3 and 4, delivering measurable outcomes.
	· 
	
	Application
Interview
Reference

	Committed to continuous professional development, holding qualifications such as MA, Med, or NPQs.
	
	· 
	Application
Reference

	Demonstrates a thorough understanding of national curriculum requirements for KS3 and KS4.
	· 
	
	Application
Interview
Reference

	Skilled in developing schemes of work, resources, and effective teaching strategies.
	· 
	
	Application
Interview
Reference

	Proven track record of achieving exceptional educational outcomes for students, in particular disadvantaged students.

	· 
	
	Application
Interview
Reference

	An exemplary record as a Leader of Maths.

	· 
	
	Application
Interview
Reference

	Experienced in leading and managing curriculum team with significant impact.
	· 
	
	Application
Interview
Reference

	Actively contributes to the review, monitoring, evaluation, and development of working practices.
	· 
	
	Application
Interview
Reference

	Proficient in using data to assess and enhance teaching and learning.
	· 
	
	Application
Interview
Reference

	Knowledgeable about safeguarding and child protection policies and procedures.
	
	· 
	Application
Interview
Reference

	Experienced in enhancing the teaching practices of other staff members within their curriculum teams.
	· 
	
	Application
Interview
Reference

	Effective strategies aimed at improving outcomes for underachieving boys or disadvantaged students.
	· 
	
	Application
Interview
Reference

	Capable of leading a high-performing team effectively.
	· 
	
	Application
Interview
Reference

	Provide out of hours support for key borderline grades.

	· 
	
	Application
Interview
Reference

	A track record of school improvement with ability to make and implement difficult decisions.

	· 
	
	Application
Interview
Reference

	Experience of working with a diverse range of students.
	
	· 
	Application
Interview
Reference

	In-depth knowledge of education including curriculum developments for Mathematics.

	· 
	
	Application
Interview
Reference

	Experience of implementing curriculum improvements and effective interventions to ensure students make good or better progress.

	· 
	
	Application
Interview
Reference

	Effective use of assessment tools to monitor teaching & learning and student progress, with the ability to identify excellent classroom practice to enable teachers to improve.
	· 
	
	Application
Interview
Reference

	Evidence of instilling a strong sense of accountability in staff for the impact of their work on student outcomes.

	· 
	
	Application
Interview
Reference

	Experience of performance management to secure improvement in others through effective feedback, and managing underperformance of staff to a satisfactory conclusion when required.

	· 
	
	Application
Interview
Reference

	Evidence of delivering subject specific CPD to improve curriculum teams. 


	· 
	
	Application
Interview
Reference

	Ability to interrogate data and draw on national datasets to determine how effective teaching and learning and outcomes are.
	· 
	
	Application
Interview
Reference

	Experience of implementing curriculum improvements and effective interventions to ensure students make good or better progress.
	· 
	
	Application
Interview


	Ability to plan and allocate work effectively.

	
	· 
	Application
Interview


	Ability to quickly assess a situation or set of complex information to identify key relevant factors

	
	· 
	Application
Interview

	Demonstrates commitment, reliability and integrity.

	· 
	
	Application
Interview
Reference

	Is self-motivated and able to motivate others.

	· 
	
	Application
Interview
Reference



_______________________________________________________________________________________
Icknield High School is committed to safeguarding and promoting the welfare of children and expects all staff to share this commitment.  Applicants will undergo appropriate child protection screening including checks with past employers and the Disclosure and Barring Service.
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