
 

JOB DESCRIPTION 

 

POST: Deputy Headteacher and SENCo (0.8) 

DURATION: Permanent, part-time  

SALARY: Leadership range L4 – L8, pro rata £42,398 – £46,799, subject to experience 

 
PURPOSE OF THE POST 

Assist the Headteacher with the management and organisation of the school in seeking to achieve the highest standards 

of pupil achievement and school effectiveness. Working closely with the headteacher, take on responsibility for the day to 

day running of the school, in her absence. 

 

Develop and enhance a broad, rich curriculum which meets the needs of the range of pupils. 

 

Actively promote equality of opportunity by ensuring the school’s curriculum provides the best possible education for all 

its pupils. 

 

Lead the co-ordination of SEN across the school, including liaising with teaching and support staff, parents and carers and 

outside agencies. 

 

You will be a member of the Senior Leadership Team, and will contribute to the development of guidelines, policies and 

initiatives for the benefit of the school. 

 

The role will involve a degree of whole class and group teaching, which will be directed by the Headteacher, eg. planned 

cover or booster classes. 

 

MAIN RESPONSIBILITIES 

 

1. Shaping the Future 

 

• Assist the Headteacher and Governors in shaping a vision and direction for the school demonstrating inspirational 

leadership and creativity. 

• Play a significant role in the school improvement planning process, taking account of the agreed priorities of the 

school and reflecting specifically on personal areas of responsibility. 

• Contribute to the identification of key areas of strength and weakness in the school with detailed reflection on 

day to day working knowledge of the school’s policies and practices. 

• Exemplify the application of agreed policies, priorities and expectations, so as to set a good example to other 

colleagues. 

• Develop and enhance a culture of team work, in which views of members of the school community are valued and 

taken into account 

• Contribute to the self-evaluation of the school. 

 

2. Leading Learning and Teaching 

 

• Maintain a high profile as an example of best and leading practice within the classroom and foster the high 

expectations to which the school aspires. Teach across the school as required. 

• Lead SEN across the school.  

• Share responsibility for the analysis of key school performance data, to ensure priorities are appropriate and 

improvement in standards is promoted. 

• In partnership with the Headteacher, oversee the development of effective timetabling, which meets and 

responds to the needs of pupils within the statutory frameworks and the resources available. 

• Coach and develop staff to maximise impact on effective teaching and learning. 

• Through liaison and guidance, work closely with all staff to ensure the best learning opportunities for children. 

• Actively include pupils to further enhance their learning opportunities and personal development. 

• Implement strategies to promote high standards of behaviour. 

• Seek to develop and enhance a broad and rich curriculum which meets the needs of the range of pupils in the 

school. 

• Monitor and evaluate outcomes achieved from classroom practice. 



• Assist the Headteacher in the development of quality and manageable assessment practice throughout the 

school. 

• Demonstrate a commitment to positive behaviour management throughout the school. 

 

 

3. Developing self and managing others 

 

• Contribute to the creation of a positive school ethos, in which every individual is treated with dignity and respect  

• Promote safeguarding to ensure the welfare of children and young people is paramount. 

• Contribute to the development of collaborative approaches to learning within the school and beyond. 

• Lead, manage and organise meetings as appropriate in support of the school’s aims. 

• Set high expectations for your own performance and that of others. 

• Engage in relevant professional development activity as necessary. 

 

4. Managing the organisation 

 

• Manage the day to day activities of the delegated areas of responsibility to ensure the school meets statutory 

requirements in a highly effective and efficient manner. 

• Lead aspects of the school as directed by the Headteacher. 

• 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. 

• Contribute to regular evaluation of the impact of the use of resources in relation to the quality of education of the 

pupils and value for money. 

• Ensure that equal opportunities for pupils and staff are effectively promoted. 

• Participate in recruitment and selection as agreed with the Headteacher. 

• Demonstrate commitment to the extra-curricular activities of the school. 

 

5. Securing Accountability 

 

• Work alongside the Headteacher to secure improvement through performance management. Challenge poor 

performance in any area of the school’s activity. 

• Support staff in understanding their own accountability, and develop approaches to its review and evaluation. 

• Work alongside the Headteacher to use a range of data sources to set realistic yet challenging targets for pupils, 

analysing outcomes for individuals and groups. Use this information to implement appropriate curriculum 

pathways and intervention programmes and identify priorities for the school development plan 

• Contribute to the reporting of the performance of the school to parents, carers, governors and other key partners 

as necessary. 

 

6. Strengthening Community 

 

• Play a role in networking and liaising across the range of external providers, schools, community and cluster 

networks, to ensure a consistency of approach regarding standards, support, transition and high quality learning 

and teaching. 

• Support the development of the school within the community, strengthening partnerships with other schools and 

services thus enhancing community cohesion 

• Promote and model good relationships with parents, which are based on partnerships to support and improve 

pupils’ achievement, involving parents as true partners in the education of their children. 

• Support the development of close links with our church community. 


