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Job Description 

 

Job Title: Head Teacher  - Al-Khair Primary School (Oldbury) 

Department: Education 

Reporting to: Proprietor and the quasi Board of Governors for Al-Khair 

Schools 

Responsible for: The strategic direction of the School and all aspects of the 

School’s day to day management, including, staffing, 

discipline, curriculum, finance and premises. 

 

Job Purpose: To effectively lead and manage the School, securing its position as a 

centre of academic excellence where the development of the whole 

person is paramount. 

 

 

 

Main Responsibilities  

Strategic Direction and School Development:  

1. To develop a strategic plan in consultation with staff, parents, pupils and members of the 

quasi Board of Governors which speaks to the direction of the school for the next 2-3 

years. 

2. To create and develop an ethos which enables secure and effective teaching and progress 

for all students irrespective of their background, abilities or aptitudes. 

3. To develop the commitment of parents to the School and to the processes and practices 

associated with effective learning at home and at school. 

4. To devise and implement sound financial plans which targets areas of need, so 

maximising standards and achievement for students and staff. 

5. To effectively monitor progress against set targets taking any necessary action to achieve 

success. 

6. To ensure that the School is well known as a strong and effective contributor to education 

locally, regionally and nationally. 

7. To adopt a critical and realistic approach to education initiatives, as appropriate to Al-

Khair Primary School in Oldbury. 

8. To advise members of the quasi Board of Governors on the formulation of its policies and 

their implementation, and attend meetings of the governing body and its committees as 

requested. 

9. To create an outward-facing school which works with other school and organisations – in 

a climate of mutual challenge – to champion best practice and secure excellent 

achievements for all pupils. 
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Leadership and Management: 

10. To provide leadership which will inspire, motivate, challenge and support all staff 

employed by the School. 

11. To promote the school’s ethos and create and maintain good working relationships 

among all members of the school community. 

12. To maximise the contributions of all staff to improve the quality of the education provided 

and standards achieved through effective deployment and delivery of the performance 

management process. 

13. To hold all staff to account for their professional conduct and practice, addressing any 

underperformance, supporting staff  to improve and valuing excellent practice. 

14. To ensure that professional duties are fulfilled as specified in the job description for the 

relevant substantive post. 

15. To identify emerging talents, coaching current and aspiring leaders in a climate where 

excellence is the standard, leading to clear succession planning. 

16. To shape the current and future quality of the teaching profession through high quality 

training and sustained professional development for all staff. 

17. To maintain and drive staff engagement/morale. 

18. To further develop an ethos in the School which encourages openness and dialogue where 

staff and student opinions are valued. 

19. To provide opportunities for staff to develop their professional skills as an aid to 

improving performance and student achievement. 

20. To further develop systems with the School to ensure the effective valuation of 

performance and development needs. 

21. To ensure that all staff have the opportunity to work as part of effective teams and so 

benefit from mutual support and development. 

22. To ensure that all staff have appropriate job descriptions, updated to reflect changes that 

may occur during their employment. 

23. To maintain a healthy and positive relationship with the members of the quasi Board of 

Governors and the proprietor. 

24. To be the lead contact with the press and to be the ‘public face’ of the School. 

25. To manage the Recruitment and Selection process for the School. 

26. To enhance and ensure consistency throughout all areas of the school. 

 

Teaching and Learning: 

 

27. To ensure that that the statutory requirements of the National Curriculum are met. 

28. To oversee the curriculum, pastoral care and the administration of the school to ensure 

that they are delivered to meet the needs of all pupils. 

29. To consistently monitor and evaluate the curriculum for both quality and value for money. 

30. To promote the effective management of pupil behaviour and ensure a sense of calmness 

through the effective management of pupil behaviour. 
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31. To demand ambitious standards for all pupils, overcoming disadvantage and advancing 

equality, instilling a strong sense of accountability in staff for the impact of their work on 

pupil’s outcomes. 

32. To secure excellent teaching through an understanding of how pupils learn and of the 

core features of successful classroom practice and curriculum design, leading to rich 

curriculum opportunities and pupil’s well-being. 

33. To ensure that teaching and learning throughout the School are of the highest standards 

which enables students to achieve to the maximum of their potential. 

34. To rigorously enforce the School uniform/dress code and the highest standards of 

behaviour both inside and outside of lessons. 

35. To sustain the environment and code of behaviour which enables effective teaching and 

learning to take place. 

36. To sustain and nurture an ethos/culture of mutual respect and co-operation between all 

people associated with the School. 

37. To further develop the curriculum to respond to students needs and aspirations. 

38. To monitor the effectiveness of the curriculum and seek areas for improvement. 

39. To monitor the quality of teaching and learning both individually and by curriculum to 

ensure quality provision. 

40. To ensure that all students are correctly identified according to the Code of Practice and 

provided with the appropriate level of support. 

41. To Line Manage several academic departments. 

Resources: 

 

42. To advise the proprietor and quasi Board of Governors on the formulation of the annual 

budget in order that the school secures its objectives and ensure the regular monitoring 

of the budget and the oversight of the use of resources. 

43. To plan, manage and monitor the curriculum within the agreed budget, setting 

appropriate priorities for expenditure, allocating funds and ensuring effective 

administration and control. 

44. To seek to secure adequate resources for the school in the present and foreseeable future 

and ensure value for money throughout. 

45. To ensure that the school’s systems, organisation and processes are well considered, 

efficient and fit for purpose, upholding the principles of transparency, integrity and 

probity. 

46. To effectively recruit and manage the staff of the School. 

47. To deploy resources effectively and efficiently in order to achieve the aims and objectives 

set out in the School Development Plan. 

48. To plan and maintain a balanced budget at a time of decreasing budgets. 

49. To seek additional resources for the School in order to improve facilities or offer 

improved opportunities for students and staff. 

50. To ensure that current resources and facilities are maintained in good order. 
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51. To strive to update and further develop the School’s resources and facilities, thereby 

improving working conditions and opportunities for students and staff, always within 

‘best value’ guidelines. 

Accountability: 

 

52. To be accountable for every aspect of the day-to-day management and long-term 

development of the school. 

53. To maintain and monitor an effective and manageable appraisal system for teaching and 

non-teaching staff. 

54. To present regular reports to the quasi Board of Governors, providing information which 

enables them to fully meet their responsibilities.  

55. To provide reports and data about the school as and when appropriate. 

56. To develop an ethos/culture in the school where all staff feel valued and where they play 

an important part in determining the future success of the school. 

57. To develop opportunities for students to share in the decision-making processes of the 

School so developing ownership and responsibility for their own future. 

58. To develop sound and effective systems of communication within the School and between 

school, community, parents and other external organisations. 

59. To constantly strive to further develop the School’s reputation locally, regionally and 

nationally. 
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Person Specification 
Key: Qualification (Q)  (S) Skills  

Experience (E)  (C) Commitment  

Knowledge (K) 

 

 Specification Essential Desirable 

(Q) 

 

a. Educated to degree level or equivalent. 
b. Holder of qualified Teacher Status 
c. Evidence of commitment to continuous professional 

development. 
 

 

 

 

 

 

 

 

(E) a. Demonstrable experience of occupying a similar role. 
b. Excellent calendar management skills 
c. Advanced MS Word, Excel and Powerpoint Skills 
d. Excellent calendar management skills 

 
 

 
 

 

 

 

 

 
 

(K) a. Sound knowledge of the National Curriculum 

b. Sound knowledge and understanding of the Ofted’s 

Regulatory Framework. 

 

 

 

 

 

 

 

(S) a. Good IT skills with the ability to understand the 

intelligent use of IT within the office environment. 

 

b. Good communication skills, written and verbal. 

c. Fluency in spoken and written English. 

d. Good organisational and interpersonal skills. 

e. The ability to interrogate numerical and financial data 

with confidence and use it to make decisions based 

upon analysis and interpretation. 

f. Demonstrate reasoned judgment in difficult 

circumstances. 

 

 
 
 
 
 
 
 
 

 

 

 

 

(A) a. Ability to think and plan strategically 
b. Ability to communicate with individuals at all tiers of 

the School. 
c. Ability to work under pressure to tight deadlines and 

adapt to change.  
d. Ability to work well on own initiative.  
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(C)  a. The flexibility to work additional hours as necessary to 

fulfil the requirements of the role and meet the 

business needs. 

b. Commit to withhold the integrity and standards of Al-
Khair Primary School (Oldbury) and its values. 

 

 

 

 

   Signed by:  ________________________ (Staff) 

Signed by:  ________________________ (Direct Line Manager) 

Date:  _______________ 

 
 
 


