BIDDENHAM INTERNATIONAL SCHOOL & SPORTS COLLEGE
JOB DESCRIPTION

HEAD OF DEPARTMENT
General Management Responsibilities
General Management responsibilities come under three sub-headings:
Policy, Planning and Quality Assurance

· Taking a full part in the school’s policy and planning cycle including: reviewing the school’s Aims and Objectives, formulating Policy and contributing to the Annual Development Plan.

· Contributing to problem solving, decision making and the management of change within the school.

· Implementing effective quality assurance procedures for the monitoring and evaluation of new and existing systems.

Resources and Accountability

· Playing an active part in the recruitment, induction and development of staff, including appraisal.

· Managing time, including the effective listing, prioritising and scheduling of long and short term work tasks.

· Procuring, allocating and accounting for school resources, including their storage, retrieval and safety.

· Developing and maintaining those links with outside agencies which contribute to the purposes of the school including those with feeder schools, post 16 education centres and local employers.

Inter-Relationships

· Through the skills of leadership, achieving a balance between completing tasks, developing individuals and building the effectiveness of a team.

· Communicating effectively through both written and oral forms and managing the storage and retrieval of information.

· Developing professional rapport with colleagues which enable you to offer effective guidance, counselling and conflict resolution.

· Effective self-management including a commitment to personal health and fitness, and professional development.

Main Duties and Responsibilities
· Contribution to the annual school development plan by preparation, review and evaluation of departmental policy statements and the annual departmental plan. 

· Development and implementation of departmental quality assurance procedures, including monitoring of school policies within the department, including appraisal.
· Deploying and accounting for departmental capitation according to agreed school and departmental priorities. 

· Managing departmental resources, including systems to monitor student loan and return of books. 

· Extending and enriching the department by linking with outside individuals and agencies 

· Through effective leadership, building a motivated, harmonious and collegiate departmental team, including guidance and counselling where appropriate.
· Teaching across the subject department (KS 3-5), including all levels of achievement.
· Periodically setting and evaluating departmental examinations in line with the assessment calendar.
· Accounting for performance data at individual and departmental level. 

· Other tasks determined by the headteacher commensurate with the role of head of department.
General
· To be aware of, and comply with, policies and procedures relating to child protection and safeguarding, including PREVENT, health and safety, confidentiality and data protection, reporting all concerns to an appropriate person.

· Anything else that the Headteacher might reasonably request or is required to ensure the job is completed.

BIDDENHAM INTERNATIONAL SCHOOL & SPORTS COLLEGE

PERSON SPECIFICATION

HEAD OF DEPARTMENT
Candidates will be measured against the following criteria:

	Criteria
	Preferred or Essential
	Assessed via Application
	Assessed via Interview
	Assessed via Reference

	Qualified teacher status


	Essential
	(
	
	

	Evidence of further professional development relevant to the role


	Preferred
	(
	(
	

	Knowledge of exam syllabuses and requirements


	Essential
	(
	(
	

	Knowledge of National Curriculum orders

	Essential
	(
	(
	(

	Passion for the subject


	Essential
	
	(
	

	Completely professional


	Essential
	(
	(
	(

	Subscribe to the Biddenham ethos


	Essential
	(
	(
	

	Successful experience as a Form Tutor


	Preferred
	(
	(
	(

	Good personal organisation


	Essential
	(
	(
	

	Evidence of successful team working

	Essential
	(
	(
	

	Knowledge of GCSE/A level  requirements

	Essential
	(
	(
	

	Ability to use ICT
	Essential
	(
	(
	

	Leadership and Management experience

	Preferred
	(
	(
	(

	Ability to develop new ideas

	Preferred
	
	(
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