
 
 

 

 

Job Description 
 

Job Title:  Head of Design Engineering 

Date:  September 2021 

Department:  Design Engineering 

Reports To: Deputy Head (Academic) 

Responsible For: Teaching and technical staff within Department 

 

Purpose of the Position: 

 

To lead, develop and inspire the Design Engineering Department according to the aims of the school. 

 

To offer support to the learning, pastoral and co-curricular needs of individual students through the school’s 

pastoral policy, core values and five ‘I’s.  
 

 

 

Departmental Information 

 

The Design Engineering Department is part of the STE faculty and consists of 4 full time members of staff and 2 

technicians. It is housed in a newly re-furbished workshop with 3 additional teaching classrooms equipped with VR 

and a Harkness discussion room. Our well-resourced workshop is open planned and large enough for 3 classes to 

use at once. Highlights include a CNC mill, CNC lathe, 2 CNC routers, full size spray booth, SLA and FDM 3D 

printers, MIG and TIG welding and a large staff area, as well as more traditional tools and equipment.  

 

Students enter the College in Year 9 and select Design & Engineering as one of seven electives which aims to offer 

inspirational lessons; we focus on fostering independence and developing problem solving skills across the whole 

range of Design and Engineering. Some current topics include Force & structural integrity, robotics and disaster 

relief shelters. At GCSE students may study either Product Design or Design Engineering and in the sixth form we 

offer A Level Design Engineering, Product Design and both Higher and Standard Level IB. The product design 

course is also suitably for pupils wanting to study Architecture. Many A Level students also choose to complete 

an Engineering or Architecture EPQ within the Design Engineering Department. 

 

The Design Engineering Department also offers a range of extra-curricular activities each week. These include 

Welly One Week Builds, Drone building, Weizmann Safe Cracking, Arkwright Engineering Scholarship and 

Iterate club. Staff are also expected to be involved in coordinating visits to universities and related talks and to 

work as part of the STEM team to inspire and provide intellectual challenges for our potential future scientists. 

These clubs look to foster a love of Engineering, Architecture and Product Design and extend students beyond 

their classroom activities. Specific extension sessions are also provided for those students wishing to apply for 

Engineering degrees. Many of our students proceed to university to read Engineering, Architecture and design 

related degrees. 

 

The Design Engineering Department believes strongly that ICT and multi-media technology can enrich both 

student learning and teaching effectiveness in the classroom. All students are required to enter the College with 
an inkable device, along with this staff make the most of the wireless projectors and use the OneNote package as 

a tool to enhance the students’ learning. Full training and support on the use of this technology is available to all 

staff. The department currently uses SolidWorks as its main CAD package for design and simulation work along 

with Gravity Sketch VR design software, Autodesk Sketchbook, TinkerCAD and various scratch-based 

programming software for robotics such as Vex.  

 

  



 
 

 

 

Main Tasks and Responsibilities: 

 

In addition to the general teaching responsibilities defined by the Master of the College, the Head of Department 

has a number of management and leadership responsibilities relating to the co-ordination of the department, which 

include; 

 

Relational 

• To ensure that colleagues have access to the material resources they need to teach (e.g. department 

handbook, schemes of work, department file share) 

• To foster a collaborative, effective, collegial and supportive department team (including non-teaching staff 

where applicable) 

• To oversee best practice in teaching to ensure high quality teaching and learning. To correct poor or 

dangerous practice 

• To assist the Master and Deputy Academic in the recruitment of new staff 

• To ensure the induction and support of new staff, including lesson observation and academic guidance in 

collaboration with the Head of Professional Learning 

• In conjunction with the Second Master, to oversee each teacher’s whole-school commitments to manage 

their contribution to College life 

• In conjunction with the Second Master, to oversee and support the professional development (including PDR), 

morale and well-being of staff in the department 

• To hold regular department meetings, with an agenda which meets the needs of the department. To record 

and share minutes/action points 

• To ensure high standards of pupil-teacher relationships and of pupil behaviour/attitudes to learning. To liaise 

with tutors/HMs/HoYs where appropriate 

• To maintain a record of staff absences 

• To ensure appropriate cover for staff absence 

• To liaise with HR on staff absence and return to work where appropriate  



 
 

 

 

Academic 

• To co-ordinate and communicate the academic goals for the department and review where appropriate. 

• To lead the formulation of an annual department development plan and to communicate and oversee the plan 

and its associated responsibilities with the department 

• To be responsible for the implementation of department and relevant whole-school policies.  

• To co-ordinate the selection and development of appropriate courses and syllabuses and related resources. 

• To keep up to date with curriculum change and reform. To lead department planning in the light of change 

and reform 

• To ensure the appropriate setting of pupils within the department 

• In conjunction with the Head of Academic Support, to make sure that SEND requirements are met 

• To co-ordinate the department timetable, allocation of teaching sets and classrooms 

• To liaise with the Exams Office on all aspects of public exam entry 

• To be responsible for the submission and moderation of coursework where appropriate 

• To co-ordinate the setting and marking of internal school exams 

• To monitor performance in internal and public examinations and coursework and to identify and address any 

teaching and learning matters arising 

• To ensure the prompt, consistent and effective assessment of pupil learning by department staff 

• To attend HoD meetings and to disseminate relevant information to the department 

• To co-ordinate the department’s recommendations to the Master for the awarding of prizes 

• To co-ordinate relevant aspects of admissions: Common Entrance exams and report; Scholarship exam and 

report; new entrants at all levels 

• To maintain appropriate external relationships, e.g. the Wellington family, Rugby Group, prep schools 

• To oversee the provision of relevant and up to date advice and support for pupils on higher education courses 

related to the subject area (including Oxbridge) 

 

Infrastructure 

• To prepare and manage an annual department budget 

• In conjunction with the Works Bursar and the works team, to ensure that the department is a safe and 

welcoming environment for all to be in 

• To ensure that the department is an environment physically conducive to learning (e.g. tidiness, use of wall 

space) 

• To plan for, provide and maintain the physical resources necessary for learning and the delivery of chosen 

syllabuses and courses (including for example, books, past papers, file shares, department websites, furniture, 

equipment). Where necessary, this will be in conjunction with other departments such as Works or ITS 

 

Beyond the Classroom 

 

All teachers at Wellington are expected to contribute fully to the extra-curricular and pastoral life of the College. 

It is the norm for teachers to coach sport at the appropriate level and to help deliver service or CCF activities on 

Wednesday afternoons. As tutors, teachers are allocated to a boarding or day house and are responsible for 

monitoring and enhancing the academic and pastoral welfare of a group of pupils within that house. This involves 

meeting the pupils regularly both individually and as a group, liaising between teachers and parents, taking 

supervision duties in the house and being involved generally in the house community. 

 

The College expects its teachers to contribute whole-heartedly to other aspects of school life by drawing upon 

their own interests and enthusiasms. The richness of the school depends upon teachers who, for example, coach 

games, direct plays, support and organise society meetings and take pupils on trips to concerts/theatre locally and 

in London. 

 

A full seven-day-a-week boarding school such as Wellington must obviously look after and cater for the pupils 

entrusted to it at weekends. Staff should be aware that Wellington teaches on Saturday mornings and expects 

teachers to participate enthusiastically in the activities that are offered to pupils during weekends including;  sport, 

social events, chapel services, musical rehearsals and many other things. 



 
 

 

 

 

 

Person Specification: 

Educational Attainment 

• Good level of degree in a directly related subject (essential)  

• Masters or Post Graduate qualification in a related subject (desirable) 

• 3 A Levels, IB or equivalent  

• 8+ GCSE A*-C (English and Maths essential) or equivalent  

 

Knowledge and Experience 

Essential Desirable 

• Thorough knowledge of the (13-18) subject 

Curriculum – GCSE/IGCSE 

• Involvement in extra-curricular activities 
(professional, amateur or voluntary) 

• Experience of managing change and 
improvement 

• Recognised teaching qualification, such as a PGCE, 

or equivalent experience 

• Teaching experience at A/IB level 

• Awareness of Safeguarding requirements and good 
practice within a boarding school setting 

• High level of IT literacy  

Skills and Personal Qualities 

 

• be capable of delivering inspirational and informative lessons to the full age and ability range of pupils at the 

College 

• be able to demonstrate a positive and authoritative rapport with senior and junior pupils 

• excellent and effective classroom management skills 

• have excellent communication skills to enable effective dialogue with pupils, parents, staff and visitors 

• be organised and self-motivated, with a proven record for meeting targets and deadlines 

• have a sharp and progressive vision of the subject and of teaching and learning in a successful and dynamic 

school 

• able to perform well and remain professional whilst under pressure 

• be a dedicated team-player, who strives for excellence and leads by example 

• be committed to boarding school life and willing to engage in a range of extra-curricular activities 

• be tactful and discreet, whilst mindful of observing Safeguarding and professional standards 

• demonstrate a strong commitment to personal continuous professional development 

• display a smart and professional appearance, representing the College in a positive manner 
 

Essential Values, Behaviours and Attitudes 

All employees are expected to actively promote and demonstrate the six core values of the College: 

 

• Kindness 

• Integrity 

• Respect 

• Responsibility 

• Ambition and Curiosity 
 

 

The College reserves the right to vary or amend the duties and responsibilities of the post holder at any time 

according to the needs of the College’s business. 

 

In exceptional circumstances, the Post holder will be required to undertake other duties and responsibilities of a 

similar post in order to support workload peaks, skill shortages, to ensure priorities are met.  This will be sensitive 

to available resources and individual skills and will be generally in the same area. 

 

The College is committed to safeguarding and promoting the welfare of children and young people and expects all 

staff and volunteers to share this commitment. 

 



 
 

 

 

All employees are required to ensure that all duties and responsibilities are discharged in accordance with the 

Colleges’ Health and Safety Policy.  They should take reasonable care for their own Health and Safety and that of 

others who may be affected by what they do or do not do.  Staff should correctly use work items provided by the 

College, including personal protective equipment in accordance with training and instruction. 


