
 
 
 
Job Description for the Post of  

Head of English 
 
Introduction 

Job descriptions have been written to help produce an effective school. They are written statements 
of what the jobs involve, what teachers are expected to do and the responsibilities involved in the 
jobs. They thereby provide a basic framework for the discharging of professional and managerial 
responsibilities. These basic frameworks provide a means by which job-holders and persons 
assuming the responsibility for the job-holders can mutually discuss the nature of the job. 

Job descriptions also allow others in the school to understand what the jobs entail. They are not 
meant to be static or exclusive; rather, the nature of the teaching profession means that flexibility 
in jobs is desirable and inevitable. It is the spirit in which jobs are performed which is important to 
an effective school. 
 
Responsible To 

To be responsible to the Head through the Deputy Head (Professional Standards and Teacher 
Development) and to be responsible for teachers and TLR holders within the English Team. 
 
Main Purpose of Job 

▪ To inspire and enthuse colleagues by ensuring a mutual understanding of the English 

Department’s vision and values. 

▪ To take a lead in the monitoring and evaluation of standards, to actively promote effective 

teaching and learning practices and promote excellent standards of behaviour. 

▪ To co-ordinate the work of, and hold overall responsibility for, the work of the English team, 
leading and delegating as appropriate to secure work of quality in all key stages of the curriculum. 

Main Tasks 

1. To ensure the safety and wellbeing of all students and to report any safeguarding or child 
protection concerns through the school’s reporting procedures.  To contribute to the safety 
and wellbeing of colleagues. 

2. To share in the school’s local management and take an active part in its consultative 

processes through Subject Leaders’ meetings. 

3. To communicate the department’s vision and how this fits into the school’s overall vision. 

4. To raise attainment so that pupils exceed national averages and add significant value to their 
learning experience.  

5. To monitor the performance of all groups of learners and to coordinate intervention strategies 
for students who are under-performing.  

6. To take responsibility for the organisation of effective teaching and learning and to ensure 
that all teachers have excellent subject knowledge in order for them to deliver their lessons 
to the highest standard.  



7. To liaise with the department to produce an annual department development plan and 
regularly monitor and evaluate the success of the plan.  

8. To coordinate roles within the English teaching team, delegating tasks as appropriate and 
assisting in staff development, support and INSET.  

9. To promote a culture of team work and collaboration in which the views of all members are 
valued and considered.  

10. To liaise as appropriate with other post holders in the school in the fulfilment of their tasks. 

11. To chair department meetings. 

12. To assist in the deployment of resources of time, equipment, material and support staff.  

13. To coordinate the English team’s assessments of students’ work.  

14. To ensure compliance with regulations relating to health and safety and bring to the notice of 
the Head any matter of concern in this respect.  

15. To undertake a teaching load and the general tasks as appropriate to all teaching staff.  

16. To undertake other duties as required in line with the grade and responsibilities of the post.  
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