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JOB DESCRIPTION

Position: 


Head of Department - Commerce
Responsible to:


Head of Social Science Faculty
Renumeration:


2 Management Units (2MU) and 2 non-contact periods of release
Functional relationships:
SLT in charge of faculty





Social Science HODs and Teachers

Duration: 


Permanent full time
Key Tasks

It is expected that a number of the tasks, or portions of the tasks listed here, will be delegated by the Head of the Department to the other teachers in the Department.

· To teach a range of classes as required.
· To develop schemes of work for the delivery of all courses within the Department.
· To ensure schemes of work reflect national curriculum statements and are regularly updated as the need for this arises.
· To develop assessment techniques and methods of reporting student progress which are consistent with national requirements and with school-wide assessment and reporting policies.
· To monitor and analyse student achievement in order to continually inform and enhance teaching practice and further improve student learning and achievement.
· To place an emphasis on those students who are not achieving to expectation and to determine ways through which their achievement levels may be improved.
· To develop a general understanding of school-wide issues and to be involved in discussion and consultation on these issues.

· To advise the Principal and the HOF on all matters relating to the Department and to make recommendations as appropriate.
· To assign TICs of specialist subjects within the department to allow for leadership opportunities and share knowledge.

· To conduct department meetings regularly and support weekly TIC meetings for all subjects. 

· To actively contribute to the wider Science faculty by supporting curriculum development, fostering a positive working culture, and continually refining faculty processes and practices.
· To be an efficient manager of resources, including finances and other resources.
· To put an emphasis on on-going personal professional development.  

· To be an active participant in the school’s appraisal and professional development programme.

· To promote review and evaluation of Department programmes, including student evaluation of these programmes.
· To be an advocate for the faculty by promoting and leading innovation and change. 

· To promote communication between the faculty and parents/caregivers.

· To actively participate in the school’s co-curricular activities.

· To always maintain professional standards of personal grooming/presentation and behaviour as required by school policies and the national Teachers’ Council standard/code of conduct.

· To implement and uphold all school policies and rules, including student uniform requirements.

· To attend and contribute at all relevant staff meetings and calendared school events, such as parent-teacher interview evenings and promotional occasions.

· To implement and support the school’s assertive discipline and pastoral care systems.

· Additional activities may include preparation of written materials for the school’s newsletters and annual magazine and ensuring work for relief teachers is provided if necessary.

