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Ralph Allen School Role Description 
 

This school is committed to safeguarding and promoting the welfare of children and young people 

and requires all staff to share this commitment 

 

Role title 

 

Head of English, L7-11  

Date September 2022  

 

Role purpose Under the reasonable direction of the Headteacher, carry out the professional 

duties of a school teacher as set out in the current School Teachers' Pay and 

Conditions Document (STPCD).  

 

Raise standards of student attainment and achievement within the whole 

curriculum area and monitor and support student progress.  

 

Be accountable for student progress and development within the subject area.  

 

Develop and enhance the teaching practice of others.  

 

Ensure the provision of an appropriately broad, balanced, relevant and 

differentiated curriculum for students studying in the department, in accordance 

with the school's aims and curricular policies.  

 

Be accountable for leading, managing and developing the subject/curriculum 

area. Manage effectively and deploy teaching/support staff, financial and 

physical resources within the department to support the designated curriculum 

portfolio. 

Principal duties 

and 

responsibilities 

The CTL is responsible for the standards of teaching in this area of the curriculum, 

and for the consequent learning and progress made by students, and also for:  

 

- High quality schemes of work in all relevant Key Stages. 

- Budget management to ensure effective generation and use of resources. 

- The setting of homework in line with school policy. 

- Monitoring/self-evaluation in English within whole school expectations, 

leading to team development planning. 

- Effective assessment in all areas, ensuring that all stake holders, particularly 

students, are able to gauge progress accurately* and set challenging and 

appropriate targets. 

- Marking and feedback to students carried out by the team. 

- A vibrant programme of co-curricular opportunities for students. 

- The continuing professional development (CPD) of everyone in the 

curriculum team, for example through coaching; Appraisal of colleagues in 

the team. 
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- Behaviour for learning in English in line with school policy and practice. 

- Liaison and support of cover teachers and supervisors. 

- The maintenance and development of the physical learning environment 

to inspire students.  

- The effective deployment of adults in the classrooms, including Learning 

Mentors. 

- Initial Teacher Training. 

- High quality information to parents, for example through the school’s 

reporting schedule. 

- Results in public examinations and other assessments, and their analysis for 

the team, LT and governors to support school improvement. 

- Supporting students with their onward learning choices, including HE/UCAS. 

 

In order to meet these responsibilities, the CTL has a number of core duties: 

 

- To be an inspirational leader in Ralph Allen School and to manage the work 

of colleagues effectively. 

- To ensure the maintenance and development of excellent subject 

knowledge and pedagogy within the team. 

- To carry out lesson observation activities leading to accurate self-

evaluation evidence and raised standards in the classroom. 

- To lead and manage students’ grouping in a way which allows high levels 

of achievement and attainment. 

- To ensure comprehensive knowledge of individual students’ needs (Pupil 

Premium, SEN, G & T etc.), leading to effective planning. 

- To lead effective curriculum team meetings, and to make appropriate 

contributions to all other relevant meetings across the school. 

- To manage all communications with parents well; to respond in a timely 

way to parental concerns, complaints and queries. 

- To manage interventions where student progress is below expectation. 

- To develop partnerships beyond the school to facilitate the learning of 

students. 

- To ensure curriculum team alignment with all school policies. 

- Other duties and responsibilities that the Head and Deputy Head may 

reasonably request. 

 

3. Upper Pay 

Range 

Accountabilities 

and Additional 

Accountabilities 

 

Whilst every effort has been made to explain the main duties and responsibilities 

for the post, each individual task undertaken may not be identified.  Ralph Allen 

School expects flexibility in all of its employees.  

 

This job description is current at the date shown but, in consultation with the 

postholder, may be changed by the Headteacher to reflect or anticipate 

changes in the job commensurate with the grade and job title.  

 

Upper Pay Scale: UPS teachers play a critical role in the life of the school.  They 

provide a role model for teaching and learning, make a distinctive contribution to 

the raising of pupil standards and contribute effectively to the work of the wider 

team.  They take advantage of appropriate opportunities for professional 

development and use the outcomes effectively to improve pupils’ learning. 
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4.  Organisation 

chart 

 
 

 

5.  Person 

specification 

Qualifications  

• DfE recognised Qualified Teacher Status 

• Degree or equivalent qualification  

 

Professional knowledge and experience 

• Experience of tracking student progress  

• Understanding and/or experience of current developments in the 

secondary curriculum, and current issues relating to the subject you are 

required to teach  

• Understanding of current approaches to assessment, recording and 

reporting procedures at various levels 

• Knowledge of the implications for teaching in a multicultural environment  

• Knowledge and understanding of issues related to equal opportunities and 

their implications for classroom practices in teaching  

• Knowledge of the impact of ICT and Virtual Learning Environments in the 

field of education  

 

Professional skills - to be demonstrated to the interviewing panel’s satisfaction  

• Ability to liaise with other teaching staff and work in co-operation with 

colleagues  

• Ability to motivate students through the use of a variety of teaching 

methods and the setting of appropriate goals and monitoring of progress  

• Ability to assess, monitor and report on students’ progress  

• Ability to communicate effectively orally and in writing  

• Ability to effectively manage, organise and control students’ working  

• Ability to successfully encourage students to reach the highest standards of 

individual achievement • Ability to adopt flexible teaching and learning 

strategies  

• Ability to teach consistently good or outstanding lessons  

Headteacher 

Deputy Headteacher  

Head of English  

Teacher of English 
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• Ability to build good working relationships with parents and carers  

 

Educational commitment  

• Commitment to the development of schemes of work which will promote 

positive images and equality of opportunity for all students, irrespective of 

gender, sexuality, disability or ethnicity; a commitment to the use of a 

variety of learning styles which will promote the achievement of each 

individual student.  

• Commitment to curriculum enrichment  

• Commitment to the school’s vision  

• Commitment to improving teaching and learning in the subject through 

personal research and development  

• Commitment to addressing whole-school issues and cross-curricular themes 

in the subject, including literacy, numeracy, Student Voice, Assessment for 

Learning, Personalising Learning, work-related learning and enterprise 

education  

• Commitment to the achievement of quality in education by through 

Continuous Professional Development  

• Commitment to the development of links between the school, home and 

the community  

• Commitment to providing a supportive environment for the students 

particularly for those with special educational needs  

• Commitment to developing and using the VLE/ICT for the benefit of 

students’ learning 

 

6.  Additional 

information 

• This job description only contains the main accountabilities relating to this post 

and does not describe in detail all duties required to carry them out. 

• The postholder will at times have access to information of a confidential nature 

and it is essential that the successful applicant is aware of the need for discretion. 

• The postholder will at all times carry out his/her duties and responsibilities with due 

regard to the Governors' support of and commitment to Equal Opportunities 

Policies. 

• The postholder will be expected to undertake any appropriate training 

provided by the school to assist them in carrying out any of the above duties. 

• The postholder will be required to promote, monitor and maintain health, 

safety and security in the work place.  To include ensuring that the 

requirements of the Health & Safety at Work Act, COSHH, and all other 

mandatory regulations are adhered to 

• This school is committed to safeguarding and promoting the welfare of 

children and young people and expects all staff and volunteers to share this 

commitment.  A satisfactory enhanced Disclosure and Barring Service 

Certificate is required for this post prior to commencement.  The postholder 

will be expected to contribute to the protection of children as appropriate, in 

accordance with any agreed policies and/or guidelines, reporting any issues 

or concerns to their immediate line manager. 

• This job description and related documents provides the standards and 

framework for Performance Management Objectives for a Main or Upper 

Pay Range Teacher which will be set under the school’s Appraisal Policy 

before, or as soon as practicable after, the start of each appraisal period. 
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The objectives set will be Specific, Measurable, Achievable, Realistic and 

Time-bound and will be appropriate to the teacher’s role and level of 

experience.  The appraiser and appraisee will seek to agree the objectives 

but, if that is not possible, the appraiser will determine the objectives.  

Objectives may be revised if circumstances change. The objectives set for 

each teacher will, if achieved, contribute to the school’s plans for improving 

the school’s educational provision and performance and improving the 

educational opportunities of students at that school.   

 


