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London Borough of Lewisham
Abbey Manor College

Job Description


Designation:	Teacher of English GCSE

Grade:	   	Main Pay Scale plus SEN Allowance
(Upper Pay Scale for experienced teachers already on the scale) 
Reports to:		Deputy Headteacher

College:	Abbey Manor College

Date:		July 2025
______________________________________________________________________________
Main Purpose of Job:

To be responsible for delivering a National Curriculum subject or subjects to maximise student attainment and progress. To contribute to the development of the curriculum, manage resources, assessment procedures and curriculum quality.  To be an active participant in the development of a dynamic and innovative service for students out of school.
______________________________________________________________________________________

Summary of Responsibilities and Personal Duties:

Personal duties:

· To be responsible for the education and welfare of students in accordance with the requirements of the School Teachers’ Pay and Conditions (STPC) document, having due regard to the requirements of the Curriculum, the College aims, objectives and schemes of work, and any policies of the LA.

· To share in the corporate responsibility for the wellbeing and discipline of all students.

· To contribute to the general management of the College. 

· To respect and be courteous to all students, colleagues and members of the public who contact or visit the College.

· To take ‘such part as may be required in the review, development and management of activities relating to the curriculum, organisation and pastoral functions of the College.’ (STPC).

· To be a tutor, e.g. monitoring and supporting the overall well-being, progress and development of students, accurate recording and following up of student attendance, and providing helpful and accurate responses to parents/carers.

· To act responsibly in all matters relating to the health, safety and safeguarding of oneself and all others.

· To co-operate with the Headteacher or her representative on all issues to do with health, safety and safeguarding.

· To play a part in the strategic vision of the College by assisting the Headteacher and Leadership team to fulfil the aims of the College and to develop, deliver and monitor College policies and procedures.

· To plan, support and monitor the work of the Teaching Assistant associated with the teaching group.

· To maintain effective methods of communication with all staff, students, LA officers, parents/carers and the wider community, e.g. the local authority, schools, Further Education, industry, examination boards and awarding bodies.

· To use college systems in order to effectively communicate, in particular with line managers and other Teachers, e.g. through formal and informal meetings, written and electronic contact, record keeping and date dissemination.

· To take responsibility for personal professional development, e.g. keeping up-to-date with research, developments in teaching  and changes in the curriculum, maintaining a portfolio of evidence to support the performance management process and where necessary undertaking formal professional development and training.

Specific duties and responsibilities:

· To deliver a specific subject or subjects within the curriculum as identified by the Deputy Headteacher and follow the agreed schemes of learning.

· To continuously strive to improve the quality of teaching and learning through a number of strategies, e.g. monitoring and evaluating lessons or activities, participating in work sampling, and leading by example.

· To ensure the teaching and learning is appropriate for all students, with particular reference to different groups of students, e.g. those with English as an additional language, those with special educational needs and those with low levels of literacy.

· To support the College implementation of all current statutory requirements, e.g. the Equalities Act, SEN and Child Protection.

· To participate in the writing of a comprehensive and creative scheme of learning for the specific course programme ensuring it reflects the whole College Development Plan 

· To collect and analyse student data, to apply the findings and to set and meet targets in order to improve student progress.

· To provide helpful and accurate responses to parents/carers.

· To develop strategies for the spiritual, moral, social and cultural development of students.

· To oversee and monitor student registration with the appropriate awarding body where appropriate.

· To participate in the teaching of a subject and, in negotiation with you, any other subject deemed appropriate by the Headteacher.

· To co-ordinate or contribute to the production, maintenance and review of key documentation related to the course programme and to ensure that the appropriate members of staff such as Teaching Assistants and Learning Mentors are aware of the content and have ready access to it.

· To lead or participate in the implementation, monitoring and evaluation of the relevant policies and documentation.

· To maintain student discipline, including supporting staff in lessons where appropriate.

· To ensure that classrooms and teaching areas are educationally stimulating, with appropriate displays of work and that work produced is offered for whole college display.

· The provision of cover work when required.

· To brief the Headteacher or her representative, as appropriate, on all matters of concern, e.g. curriculum content, resourcing.

Management of resources:

· To plan, manage and be accountable, as appropriate, for the available resources of space, staff, money and equipment efficiently within the limits, guidelines and procedures laid down, including deploying a budget, acting as a cost centre holder (as appropriate), requisitioning, organising, maintaining and disposing of equipment and stock.

· To forecast and alert the line manager of changing resource needs and where necessary bid for monies.

· To keep appropriate records and to maintain an inventory of all stock items.


· To store resources in such a way that staff and students have quick and easy access within a secure context.

· To work with the manager responsible for the timetable in order to ensure that teaching commitments are effectively and efficiently timetabled and roomed.

Confidentiality and Data Protection
· To treat all information acquired through employment, both formally and informally, in strict confidence

· To be aware of the College’s responsibilities under the Data Protection Act 2018 for the security, accuracy and relevance of personal data held on such systems and ensure that all processes comply with this

· Be aware of and comply with policies and procedures relating to student protection reporting all concerns to an appropriate person.

· Be aware of all documents produced during the time at the College remain the commercial documents of the College.


Whole College responsibility:

· To be alert to issues of student protection, ensuring that the welfare and safety of students attending the College is promoted and safeguarded and to report any student protection concerns to the person responsible for student protection using safeguarding policies procedures and practice.

· Prevent, identify and minimise risk of interpersonal abuse or violence, safeguarding students and other vulnerable people, initiating the management of cases involving actual or potential abuse or violence where needed. 

· Be aware of and update colleagues, as appropriate to comply with current legislation and policies affecting practice, e.g. Children’s Act, National Service Frameworks, KCSIE, Student Protection Procedures, Health and Safety and Data Protection.

· To undertake additional tasks, projects and activities to enhance student learning, to be agreed with the Headteacher.

[bookmark: _Hlk202778380]To whom responsible

· Deputy Headteacher and ultimately the Headteacher.

This post is subject to the current conditions of employment for Class Teachers contained in the School Teachers' Pay and Conditions Document, the 1998 School Standards and Framework Act, the required standards for Qualified Teacher Status and Class Teachers and other current legislation. 

The above-mentioned duties are neither exclusive nor exhaustive and the post holder may be required to carry out other relevant and/or reasonable duties as directed by their Head Teacher/Line Manager commensurate with the skills, abilities and grade of the post. This job description may be amended at any time following discussion between the head teacher and member of staff, and will be regularly reviewed.
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London Borough of Lewisham
Abbey Manor College

Person Specification


Designation:	Teacher of English GCSE

Grade:	   	Main Pay Scale plus SEN Allowance
(Upper Pay Scale for experienced teachers already on the scale) 
Reports to:		Deputy Headteacher

Department:	Children & Young People
	
Date:		July 2025
______________________________________________________________________________________
The Person Specification is a picture of the skills, knowledge and experience needed to carry out the job.  It has been used to draw up the advert and will also be used in the shortlisting and interview process for this post.

Those categories marked ‘S’ will be used especially for the purpose of shortlisting.  Only those applicants who meet these requirements will be shortlisted.  You should, therefore, address these fully in your application form.

If you are a disabled person, but are unable to meet some of the job requirements specifically because of your disability, please address this in your application.  If you meet all the other criteria, you will be shortlisted and we will explore jointly with you if there are ways in which the job can be changed to enable you to meet the requirements.


	Category
	Criteria
	S

	Equal Opportunities
	· Commitment to implement the College’s Equal Opportunities policies.
· Understanding and awareness of the Equal Opportunities policy.
	S



	Knowledge and 
understanding of: 
	· Teaching methods which effectively enable students with challenging behaviour to learn.
· Curriculum issues relating to secondary aged students being prepared for reintegration into mainstream school or Further Education.
· The practical aspects of working with students with a wide range of needs.
· The difficulties associated with underachievement.
· The specialist agencies working with vulnerable students. 
	

S



S

	Experience
	· Of working in a multi-disciplinary team.
· Establishing and managing specialist resources appropriate to a specialist curriculum area.
· Of working with students who have difficulty in accessing mainstream education.
· Of report writing, specialist conferencing and statutory review processes for students.

	


S


	Skills as competencies
	· Maintain an appropriate standard of discipline and behaviour.
· Establish and maintain good relationships with staff, parents and other agencies.
· Ability to use specialist knowledge to promote student achievement. 
· Ability to organise and manage a personal workload.
· Ability to work effectively and cooperatively in a multidisciplinary team.
· Ability to maintain good working relationships with students, teachers, parents, educational psychologists and other professionals.
· Ability to work with students who have diverse educational needs and to develop individual programmes utilising a range of specialist resources.
· Maintain effectively an appropriate standard of discipline and behaviour.
	



S


S




S




	Professional qualifications
	· First degree or equivalent.
· Teaching qualification (or working towards one).
	S
S

	Personal qualities
	· Able to command respect with sensitivity and diplomacy, and offer a good example to students.
· Actively opposed to discrimination.
· A sense of humour.
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