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SHREWSBURY HOUSE SCHOOL 
Job description for post of 

Head of  English 
 
 

Shrewsbury House School is committed to safeguarding and promoting the welfare of 
children and young people and expects all staff and volunteers to share this commitment. 

 
Summary of the role: 

 
Job Title: 
 
Job Purpose: 
 
 
Reporting line: 
 

 
Head of English 
 
To lead and manage the department; teach to 
Years 3-8 including Scholarship; teach 
Common Entrance 
 
Deputy Head, Academic and Headmaster 

 
Key tasks and responsibilities: 

Leadership Skills  responsible for teaching Years 3-8 to CE and Scholarship 
level 

 to contribute to discussions with other Heads of Departments, 
the Headmaster and parents as to a boy’s likely performance 

 responsible for ensuring that any change to the CE syllabus is 
reflected in the teaching of the whole Department, where 
appropriate, and with particular reference to Year 6 and 
above 

 responsible for ensuring that the Department is teaching a 
syllabus broad enough to ensure that pupils acquire a wide 
knowledge and understanding of the subject 

 to ensure that teaching takes into account any changes in the 
National Curriculum, especially when these are reflected in 
the CE syllabus 

 to handle information about books and other resources, as 
well as about training courses, and to hand these on to other 
members of staff where appropriate 

 to organise an inventory of departmental resources 

 to organise departmental meetings to discuss matters of 
major importance, such as curriculum reviews and the format 
of reports, and to hold informal discussions with members of 
staff in the Department on these and other matters  

 to organise and/or participate in trips and outings in line with 
the School policy on trips 

 to prepare Schemes of Work for Years  3 to 8 

 to order textbooks and other resources appropriate to the 
Schemes of Work and to prepare and mark examinations 

 to help induct any new member of staff teaching within the 
Department 

 to attend any meetings organised by any senior schools, the 
IAPS etc,. and to report back to other members of the 
Department any information relevant to them 

 to keep up to date in new developments in the  subject’s 
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teaching and the curriculum 

 to have an overview of the teaching of the Department and for 
the examinations set for all pupils 

 to comply with and set an example as to how to perform the 
following role of a teacher in the Department. 

Planning, Teaching 
and Class 
Management 
 

Teach allocated pupils by planning teaching to achieve progression of 
learning through:  

 identifying clear teaching objectives and specifying how they 
will be taught and assessed;  

 setting tasks which challenge pupils and ensure high levels of 
interest;  

 setting appropriate and demanding expectations;  

 setting clear targets, building on prior attainment;  

 identifying and meeting the needs of SEND or very able 
pupils; 

 providing clear structures for lessons maintaining pace, 
motivation and challenge;  

 following the scheme of work as closely as possible to ensure 
all subject material is covered but allowing room for creativity 
and expanding the subject beyond the exam syllabus; 

 assessing, recording and reporting on the development, 
progress and attainment of pupils to inform future planning;  

 ensuring effective teaching and best use of available time;  

 maintaining discipline in accordance with the school's 
procedures and encouraging good practice with regard to 
punctuality, behaviour, standards of work and dress;  

 using effective questioning, listen carefully to pupils, give 
attention to errors and misconceptions;  

 selecting appropriate learning resources and develop study 
skills through library, I.C.T. and other sources;  

 ensuring pupils acquire and consolidate knowledge, skills and 
understanding appropriate to the subject taught;  

 evaluating own teaching critically to improve effectiveness;  

 ensuring the effective and efficient deployment of classroom 
support;  

 encouraging pupils to think and talk about their learning, 
develop self control and independence, concentrate and 
persevere, and listen attentively;  

 using a variety of learning strategies involving different 
mediums which take account of pupils' needs. 

 

Monitoring, 
Assessment, 
Recording, 
Reporting 
 

 assess how well learning objectives have been achieved and 
use them to improve specific aspects of teaching;  

 use ‘Assessment For Learning’ on a regular occurrence; 

 mark and monitor pupils' work and set targets for progress;  

 assess and record pupils' progress systematically and keep 
records to check work is understood and completed, monitor 
strengths and weaknesses, inform planning and recognise the 
level at which the pupil is achieving;  

 prepare and present informative subject reports to parents.  
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Curriculum 
Development 
 

 as a team member, to contribute to the curriculum; 

 create and develop shared resources; 

 potentially organise department trips;   

 contribute to the whole school’s development activities   
 

Whole School  
 

 support the aims and core values of the school 

 adhere to all school policies and procedures  

 attend whole school assemblies, staff meetings, parents’ 
evenings and major school events 

 safe-guard health and safety at all times. 

 offer an extra-curricular activity and to life outside the 
classroom  

 

 
Whilst every effort has been made to explain the main duties and responsibilities of the post, 
employees will be expected to comply with any reasonable request from the Headmaster to 
undertake work of a similar level that is not specified in this job description.  
 

 
 
This job description may be amended at any time following discussion between the Headmaster 
and member of staff.  
 

 
Teacher: 
 

 

 
Headmaster: 
 

 

 
Date: 
 

 

 

 
 


