
Head of Department

The Head of Department is responsible for the effective and efficient operation of all aspects of the department,
including the quality of teaching and learning, the monitoring of student progress and the promotion of the
subject both within and outside of the academic curriculum.

Reports to: Head of Secondary (Academic)

Direct Reports: Teachers within department
Technicians and laboratory assistants within department

Other Key Relationships: Principal
Head of Primary
Head of Secondary (Operations)
Head of Secondary (Pastoral)
Director of Communications
Director of Sixth Form
Assistant Heads of Secondary
Houseparents
Finance Manager

Key Responsibilities

People
● To line manage teachers within the department, ensuring all teachers aspire to high standards in teaching

and learning, reflect regularly on their practice, and follow policies and procedures set out by the School
and by the department;

● To monitor the quality of teaching and learning, assessment and feedback within the department, seeking
constant improvement and addressing issues;

● To ensure the views and needs of students and student feedback are central to planning of teaching and
learning within the department;

● To line manage other members of staff within the department, including technicians and assistants, and
to ensure they follow policies and procedures set out by the School;

● To ensure all members of staff within the department have the opportunity to contribute to its
improvement and success;

● To chair regular department meetings in line with school expectations;
● To oversee the CPD and focused development of each member of the department;
● To assist in the recruitment of new staff, as required;
● To take a lead in the induction to the School of new staff within the department;
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● To take responsibility for health and safety of all staff, students and visitors within the department and to
report any issues promptly;

● To ensure all risky activities and equipment within the department and departmental trips and activities
are properly risk assessed in line with school procedures;

● To ensure all students applying for university courses related to the department’s subject areas are fully
supported in their preparation and application;

● To ensure students have access to academic enrichment activities in areas related to the department;

Assessment and Reporting
● To ensure the department collects, analyses and uses internal and external data to help improve

outcomes for all students;
● To coordinate the setting, marking and moderation of internal examinations and entrance tests, as

required;
● To ensure all teachers in the department provide reports and references on students which are accurate,

personalised and constructive;
● To ensure examination entries and predicted grades are submitted accurately and on time;
● To analyse external examination outcomes, and to present this analysis as required;

Curriculum
● To ensure the department has an appropriate written curriculum which caters for the needs of all

students in the KTJ community and implements this effectively, in line with school policies;
● To review of departmental units of work and lesson plans annually;
● To liaise with parents, as required, about the curriculum and its implementation within the department;
● To update curriculum information for school publications, as requested;
● To promote the subject within the department, encouraging uptake at IGCSE and A Level;
● To provide opportunities for out-of-class, cross-curricular and extra-curricular learning in the

department’s subject areas;

Resources
● To ensure that the department has the appropriate resources to deliver high quality teaching and

learning;
● To ensure all department areas are well-presented and emphasise a ‘love of learning’;
● To ensure the visibility of the department’s subjects around the School;
● To submit an annual budget bid which reflects the needs of the department;
● To manage the department’s annual budget, ensuring that limits are adhered to;
● To manage the department resources to ensure they are kept secure and are well-maintained;

Planning, procedures and policies
● To produce and implement a department development plan annually;
● To engage with and contribute to the School’s strategic plan;
● To set procedures and policies for the department and to ensure they are adhered to;
● To propose staffing arrangements for the department;

Professional knowledge
● To keep up-to-date with research, innovations and trends in the department’s subject areas and in

teaching and learning;
● To keep up-to-date with the requirements for university entrance in subjects related to the department;

Other
● To advise the Trustees, Principal and Senior Leadership Team on matters related to the department and its

subjects, as requested;
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● To perform other reasonable duties as requested by the Head of Secondary (Academic) or the Principal.

Personal characteristics and skills
● Strong team member, who actively builds and promotes trust and openness;
● Strong leadership skills, including the ability to manage staff effectively and sensitively and to challenge

unsatisfactory conduct or performance;
● Good communication skills, both verbal and written;
● Excellent organisational and administrative skills;
● An enthusiastic, self-motivated and flexible approach;
● The ability to take the initiative;
● The ability to think and plan strategically;
● Creativity in problem solving and the ability to anticipate issues before they arise;
● Excellent customer focus and the ability to work positively with everyone in the school community;
● Up-to-date knowledge and understanding of practices, trends and issues in subject areas and in teaching

and learning;
● Good degree of ICT literacy;
● Commitment to life-long learning;
● A genuine interest in young people and their wellbeing;
● Strong academic profile;
● Excellent classroom practitioner:
● Affinity with the School’s boarding ethos and with the values of Kolej Tuanku Ja’afar.

Qualifications and experience

Requirement Essential Desirable

University degree ✓

Teaching qualification ✓

Experience in successfully leading and managing a team ✓

Kolej Tuanku Ja’afar is committed to safeguarding and promoting the welfare of children and young people and

expects all staff and volunteers to share this commitment.
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