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Job Description – Head of Modern Foreign Languages 

  
 
PART 1 
Post: Head of Modern Foreign Languages 
 Teaching & Learning Responsibility Allowance: TLR 2c 
Line Manager: Assistant Headteacher 
 
PART 2 
You are required to carry out the duties of a schoolteacher as set out in the current 
Schoolteachers' Pay and Conditions Document and as amended from time to time. A copy of the 
relevant section of the current document is attached.   
 
In addition you are required to undertake the following responsibilities for which you are being 
paid a responsibility allowance:  
 

Lead subject specialist 
 

 As the lead professional in the department, to display enthusiasm and commitment to the 
subject. 

 

 To lead the subject staff in the teaching of the subject, and provide a role model for high 
quality teaching and learning in the subject, in line with the School Development Plan. 

 

 To establish a climate for learning that encourages positive attitudes from all staff and 
students. 

 

 To contribute on behalf of the subject to the decision making process at Head of Department 
and other meetings. 

 

 To be actively engaged in school development planning and be responsible for team 
development plans. 

 

 To meet regularly with the Leadership Team Line Manager to review the Department’s 
progress. 

 

 To ensure that the requirements of the agreed courses of study are implemented with 
regard to Modern Foreign Languages, across all key stages, while keeping in mind the 
philosophy and stated curriculum aims of the school. 

 

 To be informed about new initiatives, qualification updates and educational research in 
Modern Foreign Languages, and encourage subject teachers to become familiar with such 
developments. 

 

 To ensure that subject teachers understand and deliver the agreed courses of study for 
Modern Foreign Languages. 

 

 To use national, local and school data, as relevant, in support of the development of the 
subject. 
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Responsibility for wider school issues 
 

 To pay due regard to the wider requirements of the wider curriculum, especially literacy and 
numeracy, citizenship, and key skills. 
 

 Promote the importance of Languages in a global society. 
 

 Play a key part in the development of our EAL and Home Languages provision. 
 

 To cultivate an understanding of how the subject contributes to pupils’ spiritual, moral, social 
and cultural development and the development of Fundamental British Values. 

 

 To contribute to cross curricular planning, including working with colleagues across the school 
to promote reading and academic literacy. 

 

 To incorporate whole school policies in the delivery of the Modern Foreign Languages 
curriculum. 

 

 To work with others with key roles in the school in pursuit of school improvement. 
 

 To develop effective links with the community where possible to extend and promote 
Languages and enhance teaching and learning. 

 

Links with other educational institutions 
 

 To liaise with other schools and with the United Learning network in respect of the delivery of 
the curriculum and curriculum enhancement, as appropriate. 

 

 To keep informed about career routes involving the subject so that appropriate advice can be 
provided for students. 

 

 To  make appropriate links with relevant departments in universities both with respect to 
progression routes and in pursuit of enrichment opportunities. 
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Quality assurance 
 

 To take responsibility for the quality of the teaching of English at all levels in the school. 
 

 To monitor progress and attainment in the department and implement the department 
development plan with particular regard to teaching and learning. 

 

 To be responsible for the quality and effectiveness of schemes of learning for all key stages in 
accordance with school policy and practice. 

 

 To ensure that students’ work and assessments are completed and are up to date . 
 

 To ensure that progression routes in the subject are clear. 
 

 To ensure that students are prepared thoroughly for public examinations and that schemes of 
learning are amended to support any changes in such specifications. 

 

 To evaluate the quality of teaching and student progress in English, providing guidance, where 
necessary, on appropriate methods and maintaining an evidence base for school self 
evaluation. 

 

 To carry out lesson observations, work sampling and student interviews in pursuit of the 
above. 

Teaching approaches 
 

 To take responsibility for teaching approaches used within the subject team including the 
development and use of resources and advising on classroom management. 

 
 To ensure that the needs of all students are addressed through the use of appropriate teaching 

and learning methods. 
 

Assessment, recording and reporting 
 

 To be responsible for assessment, recording and reporting of student work in accordance with 
school policy. 

 

 To set high expectations and targets in relation to student achievement at all key stages. 
 
 To ensure that learning and assessment objectives are clear to students and facilitate students 

taking responsibility for their own learning. 
 
 To ensure that systems are in place in the department for the effective monitoring of student 

progress and with particular regard to students’ prior attainment. 
 

 To ensure effective communication takes place between English teachers, students and their 
parents and carers about progress in the subject and causes for concern. 
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Conduct and behaviour of students 
 
 To support members of the department in maintaining good conduct and behaviour of 

students, in line with the school’s behaviour policies. 
 

Oversight of work 
 
 To have oversight of and co-ordinate the work of all English teachers, including planning, 

teaching, assessment and reporting. 
 
 To present the views of English teachers at and report back from all areas of consultation. 
 
 To plan the deployment of staff with due regard to individual strengths, career development 

and pupil teacher ratio. 
 
 To hold departmental meetings in accordance with school practice. 
 
 To devolve responsibilities and delegate tasks as appropriate. 
 

Staff development 
 
 To assist in the performance management of staff as required by school policy. 
 
 To ensure that new members of the department are given a thorough induction programme 

and that particular support is given to Newly Qualified Teachers. 
 
 To contribute to Initial Teacher Training programmes on offer within the school. 
 
 To lead the professional development of subject staff through example and support. 
 
 To foster constructive working relationships within the department through team work and 

mutual support. 
 
 To have due regard for the wellbeing and workload of team members. 
 

Resource management 
 
 To identify needs in respect of resources required for the efficient delivery of the subject. 
 
 To manage subject expenditure for maximum efficiency. 
 
 To take responsibility for stock control, storage, usage and security of equipment, stationery, 

books and electronic resources. 
 
 To create and maintain an effective and stimulating learning environment in English 

classrooms. 
 

 


