
 
  
                                                        

ASSISTANT HEADTEACHER 
 

Title: Assistant Headteacher  
This is a class-based position but non class-based time will be assigned to enable successful 
candidate to make an impact as a leader in the school  

 
Responsible to: Headteacher  

 
Grade: Leadership Pay Spine Range: L5 – L9 

 
Professional Duties 

1. To carry out the duties of a class teacher and an Assistant Headteacher as set out in the 
School Teachers' Pay and Conditions document. 

2. Be actively involved in the development of Yavneh Primary School and bringing the vision 
alive as part of the Yavneh schools.  

3. To undertake the responsibilities of a class teacher and set a high quality example of 
teaching, organisation and classroom management. 

4. To be in involved in the strategic management and day to day running of the school 
5. To play a major role in formulating and evaluating the impact of the School Improvement 

Plan. 
6. Along with the Headteacher, to play a major role in the Strategic Leadership Team. 
7. Along with the Headteacher lead in the modelling of the school vision, ethos and aims of 

the school. 
8. Contributing to the process of SEF writing and production of the School Improvement Plan 
9. Alongside the Headteacher promote the school within the local and Jewish community 

ensuring its place at the centre of the local community. 
10. To deputise for the Headteacher or Deputy Headteacher when required. 
11. To carry out any other reasonable duties and responsibilities within the overall function, 

commensurate with the levels of responsibilities and grade of the post. 
 

Specific Responsibilities 
In addition to the above, the Assistant Headteacher is required to undertake the following 
responsibilities in consultation and co-operation with the Headteacher. 

 
Teaching and Learning 

1. To write and develop the curriculum, monitoring its implantation and impact. 
2. To support the Head of Limmudei Kodesh to plan and implement Chagim activities, special 

events and other informal Jewish education activities. 
3. Along with the Headteacher, to employ and monitor a team of staff as the school grows. 
4. To be responsible with the Headteacher for improving the quality of teaching across the 

school. 
5. To drive improvements in the children’s progress rates throughout the school. 
6. To assist in the planning of teaching groups and staff deployment. 
7. To assist in the monitoring and evaluation of the curriculum.  
8. To ensure consistent and accurate records are maintained throughout the school and 

statutory and school policies are met. 
9. To take on the additional role of a curriculum subject leader or phase leader if needed.  
10. To lead assemblies and meetings for parents when required.  
11. To provide guidance and support to other members of staff in implementing curriculum 

plans, both by means of meetings and by working alongside individual teachers. 
12. To work with training providers and members of staff to coordinate and mentor trainee 

teachers through the SCITT and School Direct programmes. 
 
 



 
 
 
Pupils 

1. Ensure that the ethos of the school, in terms of the high standards of physical and 
emotional wellbeing for all children, is maintained. 

2. Ensure the good conduct and behaviour of children and assist in promoting good 
discipline throughout the school through the implementation of the Yavneh Way  

3. Attend to the pupils’ personal needs, and implement related personal programmes, 
including social, health, physical, hygiene, first aid and welfare matters. 

 
Continuing Professional Development 

1. To support the implementation of CPD within the school. 
2. To participate in the Appraisal of staff to inform the individual CPD plans. 

 
Management 

1. As a member of the Strategic Leadership Team, contribute to the policy and 
strategic development of the school.  

2. To assist the Headteacher in the setting up and the management of the school efficiently 
and effectively on a day- to-day basis, including supervisory duties. 

3. To play a key role in the school’s pastoral system, supporting staff, pupils and parents 
when necessary. 

4. To assist in facilitating good communication within the school and sustain the 
personal motivation of staff. 

 
Stakeholders 

1. To attend meetings as appropriate with the Governing Body, Trustees and parents and to 
provide such reports and information as required. 

2. To develop and maintain good relationships with parents and the local community. 
3. To develop links with Governors, Trustees, Inspectors, Advisers and other relevant external 

agencies. 
4. To participate fully in the life of the school, including out of school hours activities 

 
Working Time/Review 
This job description sets out the main expectations of the school in relation to the post holder’s 
professional responsibilities and duties, but does not direct the particular amount of time to be 
spent carrying them out.   The post holder will be expected to meet with the leadership team 
weekly and may be expected to supervise staff planning sessions after school.  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. 

 
 

This School is committed to safeguarding and protecting the welfare of all children and young 
people and expects all staff and volunteers to share this commitment 
 

Note: This job description is not exhaustive and will be subject to periodic review. It may be 
amended to meet the changing needs of the school. 

 
 

Please email completed applications to:  admin@yavnehprimary.org 
 

Closing Date of Application: Midday on Friday 22nd January 2021 
 

 
 
 
 



 
 
 
 
Person Specification 

 
 
Experience, Qualifications, Leadership & Personal Qualities  

Through Application (A) 
Interview (I) Observation 

(O) Task (T) 
 Qualified teacher status for primary phase with evidence of 

continuing professional development in the area of school 
improvement 

 

A 

 A history of outstanding teaching across the primary phase 
 

A/O 

 Evidence of involvement in successful whole school curriculum 
development  

 

A/I 

 Experience of leadership and leading effective teams using a 
range of styles 

 

A/I 

 Good knowledge and understanding of legislation and ongoing 
developments in education at local and national level 

 

A/I/O 

 Demonstrate leadership skills and qualities with an attitude that 
high expectations lead to outstanding learning 

 

A/I/T 

 Ability to challenge and to hold individuals to account 
 

A/I 

 Ability to build and maintain effective relationships with pupils, 
colleagues and other key stakeholders 

 

A/I 

 Ability to work in a team enthusiastically and deliver stated aims 
and vision 

 

A/T 

 Ability to use comparative data and information about pupils’ 
attainment to set targets and raise standards 

 

A 

 Ability to prioritise, plan, manage time effectively and organise self 
and others 

 

A/I 

 Integrity, loyalty, enthusiasm and dynamism 
 

A/I 

 Ability to act on own initiative  
 

A/I 

 Ability to work under pressure and with good humour 
 

A/I/O/T 

 


