Second in English
Responsible to: 

Head of Department / Assistant Headteacher/ Headteacher
Responsible for: 
Curricular/Departmental Development
Salary/Grade:

Band 1 – Band 3 + TLR2b 

OVERALL RESPONSIBILITY

· To provide support to the Head of Department and to deputise when and where appropriate.

· To ensure provision of an appropriately broad, balanced, relevant and differentiated curriculum for students studying in the curriculum area, in accordance with the aims of the school and the curricular policies determined by the Governing Body and Headteacher.

· To monitor and support the overall progress and development of students as a manager within the curriculum area. 
· To contribute to the strategic development of the school by implementing whole school new initiatives, monitoring and reporting on key outcomes, to ensure the department meets academic targets.
SECTION 1 – DUTIES AS SECOND IN ENGLISH
Curricular/Departmental Development

1. To liaise with the Head of Department to ensure the delivery of an appropriate, comprehensive, high quality and cost-effective curriculum programme which complements the school’s strategic objectives.

2. To lead the development of appropriate syllabuses, resources, schemes of work, marking policies, assessment and teaching strategies in the department.
3. To assist in monitoring pupil progress and achievement, by tracking pupil progress and supporting individual pupils’ learning needs.

4. To work with colleagues to formulate aims and objectives for the department which have coherence and relevance to the needs of students and to the aims and objectives of the school.
5. To assist in the management of the business planning function of the department and to ensure that the planning activities of the department reflect the needs of the students and the aims and objectives of the school.
6. To keep up to date with national developments in the subject area and teaching practice and methodology.

7. To actively monitor and respond to curriculum development and initiatives at national, regional and local levels.

8. To ensure the maintenance of accurate and up-to-date information and to assist in the use of analysis and evaluation of performance data.

9. To assist in the production of reports on examination performance, including the use of value-added data.

10. To assist in the identification of exam entries within the department.

11. To assist in ensuring that the department supports the School’s implementation of all current statutory requirements, e.g. Equality Act, Access to Work, SEND, Equal Opportunities, Child Protection.
12. To assist in creating a culture and environment that is conducive to success through innovation, engagement and enthusiastic delivery of vision and through guiding and supporting members of staff and pupils by offering leadership and advice.

Liaison/Communication

1. Communicate daily with departmental team members, making positive and constructive comments about work and pupil progress and keeping up to date with personal information, wider aspects of the school agenda, recreation opportunities and enjoyment and professional development.

2. To contribute to the development of effective subject links with partner schools and the community, attendance where necessary at liaison events in partner schools and the effective promotion of subjects at Open Days/ Evenings and other events.
3. Oversee and monitor the accuracy of exam entries and dates and work effectively with the exam officer.

4. To actively work with staff, subject advisors and strategy managers to support and influence the work of all in the department.

SECTION 2 - GENERAL TEACHING DUTIES
Teaching and Learning
1. Manage pupil learning through effective teaching in accordance with the Department’s schemes of learning and policies, ensuring continuity, progression and cohesiveness in all teaching.

2. Use a variety of methods and approaches (including directed differentiation) to match curricular objectives and the range of pupil needs, and ensure equal opportunity for all pupils.

3. Set homework regularly, (in accordance with the School policy), to consolidate and extend learning and encourage pupils to take responsibility for their own learning.

4. Work with SEND staff and support staff (including prior discussion and joint planning) in order to benefit from their specialist knowledge and to maximise their effectiveness within lessons.

5. Support individual learning, by planning work with appropriate challenge and monitoring and reviewing pupil outcomes regularly.

6. Work within the Assessment for Learning Strategy, using clear and precise learning objectives and defining criteria for success for each lesson. 

7. Work effectively as a member of the Department team to improve the quality of teaching and learning, by contributing to the Department’s Improvement Plan and implementing and monitoring change.

8. Implement new initiatives, school, local or national, by adapting classroom procedures accordingly, monitoring progress and reflecting on pedagogical outcomes.

9. Set high expectations for all pupils, to deepen their knowledge and understanding and to maximise their achievement.

10. Use positive management of behaviour in an environment of mutual respect that allows pupils to feel safe and secure and promotes their self-esteem.

Monitoring, Assessment, Recording, Reporting, and Accountability
1. Be immediately responsible for the processes of identification, assessment, recording and reporting for the pupils in their charge.

2. Track pupil progress, monitoring achievement against targets set, and take appropriate action on pupil outcomes.

3. Assess pupils’ work systematically and use the results to inform future planning, teaching and curricular development.

4. Contribute towards the implementation of IEPs as detailed in the current Code of Practice particularly the planning and recording of appropriate actions and outcomes related to set targets.

5. Be familiar with statutory assessment and reporting procedures and prepare and present informative, helpful and accurate reports to parents.

6. Keep an accurate register of pupils for each lesson.  Unexplained absences or patterns of absence should be reported immediately in accordance with School policy.

Subject Knowledge and Understanding
1. Have a thorough and up-to-date knowledge and understanding of the National Curriculum programmes of study, level descriptors and specifications for examination courses.

2. Keep up-to-date with research and developments in pedagogy in the subject area.

3. Contribute to the effective use of subject resources, including evaluation of new materials and equipment.

4. Keep up-to-date with technological change and the use of technology to enhance delivery, and pupil access, to the subject.

Professional Standards and Development
1. Be a role model to pupils through personal presentation and professional conduct.

2. Cover for absent colleagues as is reasonable, fair and equitable.

3. Be familiar with the School and Department handbooks and Departmental Portfolio contents and support all the School’s policies, e.g. those on Health and Safety, Citizenship, Literacy, Numeracy and ICT.

4. Maintain a working knowledge and understanding of teachers’ professional duties as set out in the current School Teachers’ Pay and Conditions document, and teachers’ legal liabilities and responsibilities relating to all current legislation, including ‘Every Child Matters’ to implement the Children Act 2004, and the role of the education service in protecting children.

5. Liaise effectively with parent/carers and with other agencies with responsibility for pupils’ education and welfare.

6. Consider the needs of all pupils within lessons (and implement specialist advice) for all disadvantaged groups.

Health and Safety
1. Be aware of the responsibility for personal Health, Safety and Welfare and that of others who may be affected by your actions or inactions.

2. Understand visits’ procedures and the relevant actions to take when planning out of school activities.

Continuing Professional Development – Personal
1. In conjunction with the line manager, take responsibility for personal professional development, keeping up-to-date with research and developments in teaching pedagogy and changes in the School Curriculum, which may lead to improvements in teaching and learning.

2. Undertake any necessary professional development as identified in the School Improvement Plan taking full advantage of any relevant training and development available.

3. Carryout, if required, reviews of certain teachers as required by the Performance Management programme and use the process to develop the personal and professional effectiveness of each member of staff to engage all employees. 

4. Develop skills and knowledge for mentoring and coaching colleagues.

5. Maintain a professional learning log and portfolio of evidence to support the Performance Management process - evaluating and improving own practice.

N.B:  Every subject teacher will be expected to have pastoral responsibilities.
This job description will be reviewed annually and may be subject to amendment or modification at any time after consultation with the post holder.  It is not a comprehensive statement of procedures and tasks but sets out the main expectations of the School in relation to the post holder’s professional responsibilities and duties.

The Governors are your employers and your contract is the Catholic Education model contract.
