
 

 

  
 

Newstead Wood School  

Assistant Headteacher/Head of Sixth Form - The Position   

 
The Assistant Headteacher will deliver outstanding leadership, motivation and inspiration to students, 

staff, parents and the wider community. They will ensure that every student is confident and resilient 

and achieves beyond expectation. The Assistant Headteacher will bring out ‘the best in everyone’. 

 

The Assistant Headteacher is responsible for the implementation of the vision, policy and culture of 

the Sixth Form at Newstead Wood School.  

 

They will sustain and improve the quality of education and care offered to the Sixth Form students in 

school by promoting the highest possible academic standards of education, equality of opportunity 

and an environment which is conducive to excellent learning and teaching. 

 

They will ensure an effective pastoral and wellbeing ethos across the Sixth Form and inspire students 

to fully achieve their potential.  

 

They will ensure that students follow a broad and balanced curriculum comprised of academic, sport, 

service, co-curricular and personal development that will engender a commitment to the school 

community, making Newstead Wood School students exceptional candidate for University and future 

employment.  

 

They will be responsible for sustaining a high achieving, thriving and successful Sixth Form community.  

 

The ability to think clearly and strategically with excellent judgement and communication skills is 

essential.  

 

The duties and responsibilities outlined are not intended to be exhaustive and the Assistant 

Headteacher will be expected to be flexible and to take on new responsibilities as necessary to meet 

the needs of a busy and thriving school. The Assistant Headteacher will also take on other 

responsibilities as the Headteacher may from time to time reasonably determine. It is also expected 

that responsibilities will evolve over time given the particular strengths and interests of the successful 

candidate and the changing needs of the School.  

 

In conjunction with other members of the Leadership Team, the Assistant Headteacher acts as a 

formal and informal source of support for all staff by making time to listen to colleagues, offers 

coaching or mentoring and address issues as and when they arise.  

 

Finally, it is a given that you will be an inspirational classroom teacher with a passion for your subject, 

whatever that might be.  

 

The ability to retain a sense of humour under pressure and maintain a lightness of touch when driven 

to do otherwise are essential to the success of this role.  

 

 



 

 

  

 

Newstead Wood School  

Assistant Headteacher/Head of Sixth Form – Job Description 

 
Overarching Responsibilities 
 

 Implement the strategic direction of the Sixth Form through appropriate policies and 
procedures   

 Provide leadership and management to the Sixth Form team (including Deputy Head of Sixth 
Form, Form Tutors, Student Services Manager)   

 Work closely with Higher Education and Careers staff to support and de.12velop student 
aspiration and opportunities   

 Inform and be actively involved in Sixth Form marketing and recruitment   

 Work closely with the Deputy Head (Data) and Assistant Head (Teaching and Learning) to 
monitor achievement and progress of Sixth Form students, including the production of 
performance and destination data reports to the senior leadership team, local governing body 
and Trust.  

 Work closely with the Deputy Head (Pastoral) to ensure the welfare and wellbeing of students  

 Contribute to the school’s Strategic and Operational Plans    
 
Monitoring Progress  
 

 Monitor the quality of learning experienced by the year group, liaising with heads of 
departments and offering support and guidance where necessary  

 Monitor the academic progress of the year group in order to secure and sustain effective 
learning and outcomes   

 Use assessment data such as GCSE points score, and ALPS target grades to inform an analysis of 
individual and collective student progress  

 Use the above to identify underachievement with a view to establishing and coordinating 
improvement strategies in conjunction with teachers and Heads of Department   

 Monitor the effectiveness of these interventions and report to Leadership Team on the progress 
being made by students in the year group.   

 Liaise with key staff, including the SENCO, regarding all groups of students’ achievement in the 
year group  

 Monitor the regular setting and quality of homework and independent study   

 Facilitate and respond to communications with parents ensuring that they are kept fully 
informed and involved in the progress of their children.   

 
Sixth Form Leadership  
 

 To act as a role model by demonstrating high quality pastoral care and academic monitoring of 
students, continuous professional development and professional presence in the year team.    

 To lead and manage a team of tutors and maintain regular formal and informal contact with 
tutors.    

 To ensure all tutors understand, and are actively implementing the key aspects of the school’s 
policies including those for behaviour, attendance, uniform and safeguarding.    

 To set the agenda for tutor meetings   

 To contribute to the organisation of parent information evenings and to monitor, analyse and 
follow up attendance at these events    

 Oversee, manage and maintain a presence at all Sixth Form events   

 Support and lead (where appropriate) assemblies, briefings and weekly lecture   
 



 

 

  
 

 Liaise with senior colleagues in the production of the Sixth Form prospectus, Sixth Form 
handbooks, and leavers’ yearbook   

 To contribute to the management of key school events:  

 Coordinate the Sixth Form application and admissions process  

 Oversee the transition from Year 11 to Year 12  

 Lead the revision and preparation for examinations in Year 12 and 13  

 Oversee and lead on UCAS preparation and delivery   

 Oversee the transition from Year 12 to Year 13  

 Coordinate the Beyond Newstead event; ‘UCAS information for Parents’ session; Sixth Form 
element of Open Days.   

 
Pastoral Care and Personal Development   
 

 Organise and, through a team of tutors, implement a framework for daily tutorial and 
PSHE activities.   

 Ensure that all tutors have access to relevant materials in order to deliver high quality tutorial 
activities.   

 Maintain individual student records as necessary and ensure that they are kept up to date.    

 Have an overview and coordinate interventions, where appropriate, using internal referrals and 
work with outside agencies.  

 Coordinate a coherent Sixth Form enrichment programme which draws on and adds to the 
range of existing lectures and events   

 Lead the process of selection of Head Student Team and hold regular meetings with the HST.  

 Ensure high standards and expectations of Sixth Form pupils regarding dress and conduct   

 Oversee the annual Sixth Form review, Leavers Day and Prom.   

 Monitor student attendance and punctuality on a weekly basis and to take all the appropriate 
steps to ensure that attendance and punctuality of students in the year group are at the highest 
levels.   

 
In pursuance of these responsibilities the Head of Sixth Form is expected to:   
 

 Have regular 121 meetings with the Headteacher/Deputy Headteacher 

 Attend Leadership Group Meetings, Sixth Form assemblies, Pastoral Team Meetings, Middle 
Leaders Meetings, Governors Meetings (when appropriate), all Sixth Form and Year 
11 parents meetings   

 Attend on the GCSE results day to confirm the subject choices of Year 11, meeting with parents 
to clarify these choices after the results day where necessary 

 Attend on A’ level results day to celebrate their achievements and to support students in the 
higher education process   

 Line manage the Deputy Head of Sixth Form, Student Services Manager, Sixth Form Tutor Team, 
other middle leaders as appropriate.   

 
Teaching   

 

 The Assistant Headteacher/ Head of Sixth Form will teach a reduced timetable    
 
General   
 

 Undertake additional duties that are appropriate to the role as directed by the Headteacher  
   



 

 

  

 

 

Newstead Wood School  

Assistant Headteacher/Head of Sixth Form - Person Specification  

 

The skills below have been put together to help you assess your own suitability for this post. We shall 

use them, together with your experience, when we assess the candidates. They are all to be 

considered as essential.  

 

 Hold a high quality university degree in a recognised academic discipline 

 Evidence of additional further educational qualifications or further study 

 Have a teaching qualification  

 Be an outstanding teacher 

 Have evidence of leadership experience in a variety of situations 

 Held both academic and pastoral leadership roles within a school 

 Experience of complex risk assessments 

 Experience of event management within a school 

 Be an excellent listener and calm negotiator 

 Be a confident and respected public speaker 

 Demonstrate leadership and personal responsibility by motivating others, showing drive and 

determination  

 Be adaptable and show good judgement 

 Demonstrate authority, respect and trustworthiness 

 Have excellent writing and proofreading skills  

 Have exceptionally high standards regarding accuracy, clarity and consistency of language  

 Have high level IT skills 

 Have a clear sympathy with the advantages of single-sex and grammar school education  

 Be able to promote academic excellence, and the importance of co-curricular provision  

 Be able to exercise total discretion and uphold confidentiality, when appropriate  

 Be able to act as a critical friend, counsel and be supportive of colleagues  

 Have an interest in curriculum change and be inspired by academic challenge  

 Have an interest in teaching and learning developments 

 Have energy, drive, enthusiasm, a positive manner and a sense of humour. 

 

 

Newstead Wood School is committed to safeguarding and promoting the welfare of children and 

young people and expects all staff to share this commitment.  Offers of appointment are subject to 

satisfactory references and CRB clearance. 

 

 

 

 

 

This job description is not necessarily a comprehensive definition of the post or statement of procedures and 

tasks, but sets out the main expectations of the post holder’s professional responsibilities and duties.  It will be 

subject to review and it may be subject to modification or amendment. 


