	Runcorn All Saints CE Primary School

Hope – Believe - Achieve



	Post Title
	Salary
	Start Date

	Assistant Headteacher
	Leadership Spine: 1 - 5
	January 2027


The school is committed to safeguarding children and young people. All successful candidates are subject to a satisfactory enhanced Disclosure and Barring Service (DBS) check. 

Person Specification for the post of Assistant Headteacher  
Prepared By: The Headteacher

Start Date: January 2027
This appointment is subject to the current conditions of employment of teachers contained in the School Teachers’ Pay and Conditions Document, Current Education Acts, the required standards for Qualified Teacher Status, other current educational legislation. The job description may be amended at any time following discussions between the Headteacher

Areas for responsibility and key tasks: 

a) Main Purpose 
The Assistant Headteacher under the direction of the headteacher, will: 

· Assist in ensuring that the school runs smoothly and act in a management capacity as the need arises. This includes: drawing up timetables and rotas to ensure the efficient use of premises, responding to staff and parent queries, the efficient deployment of staff to support needs and conducting assemblies as required

· Hold the Headteacher’s counsel and remain a confidential sounding board when needed
· Support the Headteacher in the leading of the school through information sharing and feedback at leadership meetings and in between meetings when needed
· Lead by example and model those professional standards asked of all staff around school

· Teach to the highest standards when needed and be an example of best practice for other staff at all times 

· Support the school’s vision, its ethos and behave in a way that is complicit with whole school policies and procedures
· Handle parental queries with sensitivity and in line with the school’s supportive vision – being mindful of the school’s image in the local community
· Support the school with keeping pupils, parents and staff safe at all times

· Safeguard pupils from harm and potential risk, ensuring that all staff follow policies and procedures in this regard

· To take an active part in all aspects of school life and attend events that extend beyond the school day when important.
· To provide information and advice to the Headteacher and governing body as required and support proper accountability processes throughout the school.

· To take on specific tasks related to the day-to-day administration and organisation of the school as required.

· Support the Headteacher in developing and maintaining effective communication across to fellow staff and parents/children. Echoing key messages from the Headteacher and enforcing agreed expectations around school.
· To take on any additional responsibilities from time to time, be determined by the Headteacher.

b) Specific Duties and Responsibilities 
· Attend school senior leadership team meetings, contributing to decisions at a whole school level and supporting the Headteacher in the long-term vision for the school

· Model excellent teaching and learning around school when needed, that is supportive to the needs of all vulnerable groups and demonstrates high expectations for all pupils, irrespective of ability

· Team teach and coach staff at all levels, when required. to support them deliver the best provision possible
· Analyse data routinely – looking for trends and patterns, using these to produce and implement action plans or to suggest school improvement initiatives for other staff to set up
· Manage the collation of pupil performance data across the school and the progress of all vulnerable groups.  Use this data to drive accountability of other staff members in school

· Support the management and implementation of standards review, pupil progress meetings or external data submissions to the LA and DfE
· Set up systems and procedures to ensure consistency among teachers in terms of data, standards and provision
· Carry out essential monitoring tasks under the direction of the Headteacher and alongside other school staff and external partners when needed

· Contribute to school self-evaluation and the School Strategic Improvement Plan 

· Maintain an up-to-date knowledge of national and local initiatives which may affect the school’s policy and practice. 

· Play a role in managing the school’s statutory curriculum, ensuring it is inclusive for all learning needs and aligns to the vision and ethos of Samuel Allsopp School
· Support curriculum subject leaders with the management and leadership of their subjects across the school – ensuring due diligence is paid to coverage, gaps in knowledge and missing pre-requisite skills 
· Monitor the implementation of the wider, non-prescribed curriculum, personal development and enrichment opportunities – ensuring that opportunities are provided to all pupils across school
· Measure the impact of the statutory and non-statutory curriculum on pupil outcomes

· Develop and manage effective provision for less formal parts of the school day – breaktimes/lunchtimes
· Line Manage staff members under the direction, and with the support, of the Headteacher – carry out appraisal 
· Manage the risk assessment process for educational visits and out of the classroom opportunties
· Provide guidance and training to colleagues on teaching pupils based on data and research-informed practices
· Provide professional challenge to staff to support future growth and development or to uphold high standards continually
· Ensure that all staff carry out their statutory responsibility for supporting the well-being and welfare of the children in their care and that essential documentation is in place and then followed

· Maintain effective contact with parents through email, phone conversations and meetings

· Provide regular reports and information for governor meetings and the Headteacher
· Ensure confidential records are maintained and kept up to date. 

· Promote the pupil’s inclusion in the school community and access to the curriculum. 

· Work with the Headteacher and governors to ensure the school meets its responsibilities under the Equality Act 2010 in terms of reasonable adjustments and access arrangements. 

· Identify training needs for staff and how to meet these needs. 

· Promote an ethos and culture that supports the school’s SEND policy and promotes good outcomes for pupils with SEN or a disability.

Please note that this is illustrative of the general nature and level of responsibility of the role. The post holder may be required to do other duties appropriate to the level of the role, as directed by the Headteacher.

PERSON SPECIFICATION

	Attributes
	Requirements
	Measure.

	
	Essential
	Desirable
	

	Qualifications
	· Qualified Teacher status 

· A track record as a consistently good or better practitioner
· Qualified to teach and work in the UK

	· NPQSL or other nationally recognised leadership qualification
	APP

	Experience
	· Measurable impact as an effective primary classroom teacher in the UK with 4 or more years of experience

· Working in a school undergoing rapid change or innovation
· Successful leadership of a specific area of school improvement or a core curriculum subject
· Analysing whole school data within subject(s) to inform future classroom provision, school improvement initiatives
· Presenting data and information on standards/performance to other stakeholders

· Monitoring and evaluation of standards across school or in other settings
· Evidenced practice of holding difficult conversations with a range of stakeholders – parents and staff
· Handling confidential and sensitive information

	· Supporting staff through training, or measuring/moderating standards or school self-evaluation 

· EYFS or Upper Key Stage Two Teaching experience

· Experience of working in/supporting staff with mixed-aged classes

· Working with wider stakeholders including governors and outside professionals
· Tracking attainment and progress of vulnerable groups or individuals/case sampling/case study
· Working in a school that has high levels of pupil mobility and EAL

· Line management and carrying out appraisal

	APP,F/I,R

	Knowledge and Understanding
	· Working knowledge of Primary curriculum expectations and national standards/benchmarks at EYFS, end of KS1 and end of KS2
· Experience in administering some statutory national tests
· Knowledge of effective and up to date teaching and learning strategies and metacognition approaches
· Strategies to support change management and different personality types
· Up to date safeguarding training and understanding of effective practices


	· Knowledge of the Early Years’ Curriculum or Year 6 Statutory Assessments
· Knowledge of Floppy’s Phonics and the Kapow Foundation Curriculum
· Knowledge of Evolve and Management of Educational Visits

	APP, AA, F/I


	Wider Responsibilities & Professional attributes 
	· A dedication to the school’s vision & ethos. Can demonstrate ambition for all pupils, regardless of need, background or prior attainment group
· Evidence of playing a role in the wider enrichment of children across a school

· Commitment to a Trauma-informed, restorative and relational approach towards behaviour 
· Commitment to the inclusion of all learners (including SEND, EAL and New arrivals) within the mainstream school environment
· Excellent time management skills and professional organisation
· Meets deadlines promptly and prioritises work demands effectively
· Exceptional standards of professionalism towards all pupils, parents and staff and maintains this in all situations

· Able to hold the Headteacher’s counsel and adhere to impeccable standards of confidentiality around school, handling information with discretion

· Foster effective professional relationships with all staff around school, maintaining suitable levels of professional distance for the role without compromise
· Ability to uphold and visibly support leadership team decisions around school

· Maintain calmness under pressure and supports others to adopt a positive mindset in challenging times 

	
	F/I, AA, R


	Other attributes
	· Pragmatic and professionally agile to the needs of children/wider school in the moment 
· Wiling to commit whole-heartedly to the school’s improvement journey and play a sustained role in the school’s future success 
· Communicates in timely fashion and with clarity and purpose
· Shows a willingness to support and also challenge staffing when standards fall short and to hold professional conversations in the best interest of the children  

· Analytical and forensic approach
· Resilient and consistent in the face of challenges 
· Thinks at a whole school level and shows a willingness to get involved with the day to day running of the school 
	
	F/I, AA


MEASURED BY KEY:

APP = Application 

R = Reference
AA = Assessment activities

F/I = Formal Interview

In addition to candidates’ ability to perform the duties of the post, the interview will explore issues relating to safeguarding and promoting the welfare of children including:

· Motivation to work with children and young people

· Ability to form and maintain appropriate relationships and personal boundaries with children and young people[image: image1.png]




