
Assistant Head Teacher
Job Description and Person Specification

Salary / grade range L4-L5 (£45,434 - £46,566)

Contract Permanent, full time

Location Co-op Academy Beckfield, Tyersal Walk, Bradford, BD4 8ER

Reports to Headteacher / Deputy Head Teacher

Purpose of role:

● To assist the Senior leadership with the management and organisation of the school in
seeking to achieve the highest quality education and to ensure the highest possible
standard of pupil achievement and school efficiency and to deputise in the absence of the
other Senior Leaders if required.

● To be accountable for raising standards through leadership of school improvement areas.
● To engage all relevant staff collaboratively in the development of the academy.
● To demonstrate effective and creative leadership in order to secure sustainable school

improvement.
● To provide professional leadership which secures success and improvement in the

academy, ensuring high quality education and care for the pupils.

Key accountabilities (and specific duties / responsibilities):

Core Duties:

● To undertake the role of an exemplary teacher
● To work as part of the Senior Leadership Team in order to support the strategic leadership

of the school.
● To work as part of the Senior Leadership Team in order to support human resource

processes and procedures
● To provide access to expertise and professional development for staff, through formal and

informal approaches to training and CPD.
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● To lead colleagues in order to raise attainment and secure school improvement.
● To lead by example and take a leading role in developing leadership in others, through the

CPD programme.
● To be an excellent role model for all members of staff and students and to maintain a

positive and visible presence around the school.
● To work collaboratively in order to monitor, review, evaluate and improve learning across

the academy.
● To comply with any reasonable request from the Headteacher to undertake work of a

similar level not specified in this job description.
● To ensure procedures are understood and followed in order to safeguard our pupils and

colleagues.

MANAGEMENT:

The role of the Assistant Head is to play a full part in the Senior Leadership Team.  Ensuring in
consultation with the Head that a whole school approach to staff and curriculum development
takes place.

● Assist in the process of SEF and production of the Academy Development Plan.
● Ensure that all record keeping procedures are understood and policies adhered to.
● Support Leaders in the development, implementation and review of academy improvement

plans including regular monitoring of standards and quality of provision.
● Work with other leaders including the Executive Headteacher and Head of School  in the

academy achievement reviews and target setting processes
● Play a full part in the planning and organisation of all school activities, functions and events,

including an active involvement in the extra-curricular life of the school.
● Be involved in school assemblies.
● Provide support to staff in ensuring the behaviour policy is implemented effectively.
● Be responsible to the Executive Leadership, Head of School and Deputy and to deputise

when it is deemed necessary.
● Organise and hold meetings when required with outside agencies if necessary.
● Contribute to the creation of a supportive ethos and stimulating school environment.
● Formulate the aims and objectives of the school in partnership with the Headteacher and

other senior leadership team members
● Work with others to create a shared strategic vision for the school which motivates pupils

and staff
● Establish the policies through which the school’s aims and objectives shall be achieved
● Take the lead in enhancing standards of teaching and learning and value enthusiasm and

innovation in others
● Manage staff and resources to that end
● Inspire confidence in teaching and other staff
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● Demonstrate the confidence and ability to make management and organisational decisions
and ensure equity, access and entitlement to learning

This job description will be supported by an Annual Job Plan which will list the key tasks,
responsibilities and outcomes sought from the post holder in the school year.  These will be
derived from the Academy Improvement Plan and other school priorities.

The Postholder’s duties must be carried out in compliance with the school’s policies and
procedures including child protection procedures and the Council’s Equal Opportunities Policy,
Information Security Policies, Financial Regulations and Standing Orders, the Health and Safety at
Work Act (1974), and subsequent health and safety legislation.

Safeguarding

Link to our Child Protection and Safeguarding policy:
https://parkland.coopacademies.co.uk/about-us/our-policies/safeguarding-and-child-protection-p
olicy/

● Ensure that the Child Protection policies and procedures adopted by the Governing Body
are fully implemented and followed by all staff

● Ensure that sufficient resources and time are allocated to enable staff to discharge their
child protection related responsibilities effectively

Other duties:

● Attend and lead staff meetings as required
● Attend parents evenings and open days to promote the setting
● To undertake appropriate in-service training
● Any other reasonable duties as required by the Headteacher

Personal attributes required (based on job description):

Attributes All attributes are
essential, unless
indicated below as

How measured,
e.g. application
form (A), interview
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‘desirable’ (I)

Qualifications
● A degree or management qualification
● Qualified Teacher Status or other educational

qualification
● Additional professional qualifications
● Legally entitled to work in the UK (Asylum and

Immigration Act 1996)

Desirable
A

Experience
● Experience of working within the Primary age
● Successful planning, teaching and assessment

experience
● Experience of supporting pupil transition
● Taking curriculum responsibility and contributing to

whole school development
● Experience of working in partnership with parents

A/I

Skills, Ability, Knowledge
● Ability to build effective relationships with staff,

parents, governors and other agencies
● Ability to line manage staff
● Ability to use HR policies and procedures
● Ability to make and implement difficult decisions
● Can utilise co-operative values to improve staff

performance
● Knowledge of how to use data to monitor and improve

pupil progress
● Knowledge of assessment tools to monitor and

improve teaching and learning
● Ability to identify and implement effective

interventions to ensure pupils maintain good progress
● Ability to identify excellent classroom practice to

enable teachers to improve, through effective
mentoring, coaching and feedback

● Ability to plan and allocate work effectively
● Ability to coach and mentor staff
● Ability to deal with sensitive issues in a supportive and

effective manner

A/I
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Personal Qualities
● Full commitment to the aims and ethos of the academy

and Co-operative Academy Trust
● A positive approach to pupils, a welcoming approach

to parents and a co-operative approach to staff
● Able to exercise discretion and maintain confidentiality

at all times. Take a cheerful professional approach to
school life with a determination to succeed

● A commitment to providing enrichment experiences
for all pupils

● Ability to inspire confidence in colleagues and
contribute to school development

● Commitment to the development of community links
and networking particularly within the Trust

● Physical, mental and emotional resilience to cope with
the demands of the job

● A commitment to participate in extracurricular activities

A/I

This post is subject to an enhanced DBS check.  We value variety and individual differences, and aim
to create a culture, environment and practises at all levels which encompass acceptance, respect and
inclusion. All our colleagues are expected to demonstrate a commitment to co-operative values and
principles, and the Ways of Being Co-op.
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