
Job Description:

Head of Department

College:

Academic Management:

• Write the annual DDP (Department Development Plan): assessment

of targets set for previous year and setting of targets for new

academic year

• Updating, printing and posting Course Notes – ensuring they are ready

for distribution to students in September. Social Science subjects may

require substantial annual updates

• Write the yearly Exam analysis following publication of public exam

results in August

• To ensure whole school policies, especially related to ISI requirements

and Teaching and Learning, are implemented and monitored across

the department

• Ensuring material on the VLE is relevant and up to date (in order to

maximise Student Outcomes)

• Plan and hold Department meetings (daytime, early bird or twilight

sessions, ideally once every half term). An agenda and minutes should

be circulated for all meetings and shared with the SLT

Main duties and 

responsibilities:

Holiday entitlement:

Appraisal:

Summary of role:

Hours of work:

Salary:

Mander Portman Woodward (London)

9:00 am – 6:00 pm

Competitive

All school holidays except 1 week for Easter Revision and the recruitment 

period in August (typically 4 weeks before the start of term)

Head of Faculty, Vice Principal Academic and Principal  

Head of Faculty and Vice Principal Academic 

The role of Head of Department is to ensure the highest standards of 

teaching and learning across the department. The HoD will be an excellent 

teacher and will facilitate sharing of good practice amongst colleagues 

helping to drive the reputation of MPW as a college of choice. 

Responsible to:



• Monitor comprehensive curriculum delivery and quality of

Teaching and Learning

• Maintain an inventory of departmental resources, equipment and

book stocks

• Lead on informal and formal management of Departmental teams (1:1s, 

investigations, escalating formal action and grievances as  needed)

• Support in the recruitment and induction of teachers (including           

statutory support for NQTs)

• Investigate complaints made by parents and students about teaching 

and teachers in a timely and professional manner

• Ensure teachers have access to training and professional                                

development courses

• Prepare the department for internal Review by the SLT including the 

writing of the SEF (Self-Evaluation Form)

• Liaise with Registry in timetabling twice a year, ensuring all current and 

new team members received their timetable before the first day of term

• Conduct lesson observations and provide colleagues with verbal 

and written feedback (for all department colleagues (ideally) at least 

once each academic year)

• HoDs will conduct an Annual Review and Professional Performance 

Review (PPR) every two years. Final documents relating to PPR 

to be sent to the VP (Academic) to be stored electronically

Student Recruitment and management: 

• Promote the  Safeguarding the welfare of the students for whom you

are responsible and with whom you come into contact

• Assist with Student Recruitment during August/September acting

as first point of contact for parents and students. HoDs will arrange            

interviews and provide academic advice about the suitability of

courses

• Attend Open Days and parent meetings as required

• Select the Examination Board and Course(s) most suitable for MPW

students

• Advise Registry on the number and allocation of teaching groups

• Liaise with Registry in ensuring students are entered for the correct

examinations (including coursework requirements)

Main duties and 

responsibilities:

People Management



Teaching: 

• Prepare lessons in accordance with the departmental Scheme of

Work, general college policies and relevant examination specifications;

maintaining an up-to-date knowledge of your subject and the relevant

means of assessment

• Teach students in accordance with their educational needs and the

guidance provided; using a variety of delivery methods which will

stimulate and maximise quality of learning (liaising with Learning

Support and the AGT coordinator)

• Set homework and exam-based assignments, marking them in          

accordance with College policies and inputting marks into the student

and parent portal

• Ensure that students receive all the assistance they are entitled to, that

deadlines for submission are met and that the work is subsequently

correctly assessed and moderated

• Provide  individual oral and written assessments, reports and                    

references for all the students whom you teach; participating in              

parents’ evenings

Student Welfare: All staff have a responsibility and duty of care to          

safeguard and promote the welfare of students. Staff must be aware of 

the systems within the college which support safeguarding and must act 

in accordance with the college’s Safeguarding and Child Protection policy 

and Staff Code of Conduct. Staff will receive appropriate child protection 

training which is regularly updated.

Other Duties: You may also be required to undertake such other              

comparable duties as the Principal requires from time to time.

Professional Development: The college encourages CPD. The post 

holder will have the opportunity to expand the role and to take on extra 

responsibilities. Full training will be given to the post holder to ensure they 

are fully compliant with the requirements of the role.

Main duties and 

responsibilities:



Person Specification

Method of assessmentDesirableEssential

PGCE or other suitable teaching 
qualification.

Further subject-related 
qualifications.

Production of

the Applicant’s certificates.
Qualifications:

Experience of contributing to 
INSET.

Experience of managing 
budgets.

Involvement in the marking of 
either GCSE or A level 
examination scripts for a      
recognised Awarding Body.

Experience of managing 
departmental and/or whole 
school issues and 
development.

Contents of the 
Application Form.

Interview.

Professional references.

Experience:

Recent experience of           
teaching the subject at the      
relevant level(s).

Excellent track record of         
securing outstanding results.

A record of continuous           
professional development in 
the subject.

A good first degree in a              
relevant discipline.

Contents of the 
Application Form.

Interview.

Professional references.

Knowledge &

Skills:

Excellent teaching skills.

An ability to oversee the     
planning and delivery of the 
courses offered by the 
department.

An ability to include others and 
develop a teamwork ethos.

An ability to devise, monitor, 
evaluate and review policies 
and systems.

An ability to take a leading role 
in developing policies.

An ability to disseminate good 
teaching and learning practice 
within the department.

Strong administrative and 
organisational skills.

Excellent knowledge of A-level 
and GCSE specifications and 
curriculum initiatives.

An awareness of likely devel-
opments affecting the delivery 
of the subject at Key Stage 4 
and post-16 levels.

Good IT skills.

Ability to conduct risk
assessments and apply health 
and safety regulations.

Awareness of equal
opportunities issues and how 
they can be tackled through 
teaching and learning strategies 
and other SEN provision.

Familiarity with university      
entrance procedures and      
selection criteria.



Person Specification

Method of assessmentDesirableEssential

Personal

competencies

and qualities:

A genuine passion for the   
subject and a desire to 
communicate this.

Patience and perseverance.

A commitment to overcoming 
barriers to learning.

An ability to inspire confidence.

A positive attitude to the use 
of authority and maintaining 
student discipline.

An ability to strike a good 
rapport with staff, parents and 
students.

Being a positive.

Contents of the 
Application Form.

Interview.

Professional references.

An interest in contributing to 

the whole life of the college




