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Wetherby Preparatory School
Job Specification

Director of Studies
Responsible to: Headmaster

Reporting to: Headmaster

1.
Introduction

The post holder will be a member of the teaching staff at Wetherby Preparatory School and will hold responsibility for the overview and delivery of the curriculum of the School as delegated by the Headmaster.
This role will form a part of the Senior Leadership Team of the School.
This role will entitle the post holder to additional non-contact time appropriate to the duties below.

2.
Main Responsibilities

· To prepare and devise the curriculum of the School up to and including Common Entrance, Senior School Scholarship and Senior School Entrance examinations under the guidance of the Headmaster.

· To organise and facilitate all internal and external examinations.

· To organise and facilitate all internal CAT standardised testing and subsequently use data to track specific children and raise overall attainment. 

· To produce the school’s annual academic report in conjunction with the Headmaster.

· To track senior school assessment results, looking for patterns and trends by year group.

· To liaise with the teaching staff in the discharge of those duties identified above.

· To monitor and oversee all syllabuses and agreed schemes of work taking into consideration those requirements that represent agreed benchmarks for the sector.

· To contribute to and participate in the recruitment of new teaching staff as required by the Headmaster. 

· To contribute to the induction, mentoring and development of teaching staff in relation to the delivery of the curriculum,

· To chair regular curricular meetings to a schedule determined by the Headmaster.

· To ensure appropriate resources are available for the delivery of the curriculum and to make recommendations to the Headmaster for additional resources as required.

· To arrange appropriate INSET opportunities for the staff in conjunction with the SLT.

· Abide by the objectives and targets of the School and follow the procedures and practices utilised in all aspects of the work, including computerised and manual systems and the maintenance of relevant records.

· Fulfil personal requirements where appropriate with regard to school policies and procedures, particularly safeguarding, health and safety, equal opportunities, customer care and promotion of the school’s core values.

3.
Other Duties

· To attend internal meetings that are deemed appropriate to the post, including: weekly Senior Leadership Team meetings, school functions and curriculum evenings/presentations.

· To contribute to the setting of internal examination papers and moderation of marking.

· To assist in providing references to other schools for children as required by the Headmaster.

· To oversee internal report writing and to ensure that appropriate standards are met.

· To represent the school at APG inter-school events and conferences as required by the Headmaster.

· To carry out any additional duties which may from time to time be required by the Headmaster.

· To be familiar with all school regulations and policies including those relating to Health and Safety.

· To exercise appropriate professionalism, discretion and confidentiality in the carrying out of all duties described above.

Qualifications

The successful candidate should possess the following experience, qualifications and qualities:

· Enormous energy and commitment for the post and the ability to work in harmony with colleagues;

· Experience at teaching to Common Entrance and Public School Scholarship level is preferable;

· Experience of organising and supporting colleagues;

· A university degree and/or recognised teaching qualification;

· Excellent organisational skills;

· Good health and an excellent record of attendance;

· Sympathy with, and a readiness to support, the school’s educational ethos;

· A suitable knowledge of all pertinent computer skills and an ability to use computers as a teaching resource and for school and personal administration;
The salary for Director of Studies is set according to the Leadership Scale of the Alpha Plus Group. The Alpha Plus Group provides its own private pension scheme for all staff.

(You) have responsibility for promoting and safeguarding the welfare of boys and young people for whom you are responsible, or with whom you come into contact in the school.  It is your responsibility to adhere to and ensure compliance with the school’s Safeguarding and Child Protection Policy at all times.  If at any time you identify any instance that a child or young person is at risk you must report your concerns immediately to the Designated Senior Person or the Head.

Note: This job description is indicative of the duties and responsibilities of the post but does not form part of any contract of employment. All jobs within the school evolve over time and their features vary from year to year.
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