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Elburton Primary School 

Head Teacher Job Description 

Accountable to:  Horizon Multi Academy Trust, Elburton Local Governing Board. CEO 
 
This appointment is with the Horizon Multi Academy Trust through the local governing body of the 

Elburton Primary School Academy 

The job description reflects the National Standards of Excellence for Headteachers (2015). The 
Standards embody three key principles, namely that the work of headteachers should be: learning - 
centred, focused on leadership and reflect the highest possible professional standards.    

The appointment is subject to the current conditions of employment of Headteachers, contained in the 

School Teachers’ Pay and Conditions document, other current educational and employment legislation, 

including the including that of the Department for Education Teaching Agency. In carrying out his/her 

duties, the Headteacher shall consult, where appropriate, with the Local Authority, the CEO, the 

members and directors of the Multi Academy Trust, the local governing body, the staff of the academy, 

its pupils and the parents of its pupils. 

Core Purpose: 
 

1. The Headteacher has responsibility for delivering strategic vision for Elburton School and will support 

and promote the vision and direction of the Academy to enable the provision of high quality 

education for its pupils. He/she will challenge underperformance at all levels and ensure effective 

action is taken and monitored. 

2. The Headteacher will lead and manage the Academy on a day to day basis, will manage the leadership 

team of the Academy and is the first point of contact for all stakeholders and external agencies in 

relation to the Academy 

3. The Headteacher will be an ambassador for the Academy and the Horizon Multi Academy Trust and 

will promote, raise and maintain its profile in the wider community. 

4. The Headteacher is the leading professional in the school. They are accountable to Horizon MAT, 

Elburton Loca l  Governing body and CEO, working with and through others, securing the commitment 

of the wider community to the Academy by developing and maintaining effective partnerships. 

Through such partnerships and other activities, The Headteacher will play a key role in contributing 

to the development of the education system as a whole and collaborate with others to raise standards 

across the MAT. 

5. The Headteacher will be responsible for the day to day internal organisation, management and control 

of the Academy. In carrying out their duties they will consult, liaise and work in partnership with the 

CEO. 
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6. The Headteacher will be closely involved with the Horizon MAT, Local Governing Board and the 

CEO in recruiting, retaining and deploying staff appropriately so that goals and targets for the 

Academy can be achieved. 

7. The CEO has overall and strategic responsibility for the Academies and will support and advise the 

Headteacher. As employees of the Horizon MAT, staff may be required, for specific purposes, to 

work at any Academy across the Multi Academy Trust. 

Specific Responsibilities: 
 
Strategic Direction, Vision and Accountability 
 

 To work with the local governing body to provide vision, leadership and a clear direction for 
the school and ensure they are well informed about standards at the school. 

 To produce, monitor and evaluate a school development plan, underpinned by sound financial 
planning, which identifies priorities and targets for ensuring that pupils achieve high 
standards and make progress, increasing teachers’ effectiveness and securing school 
improvement. 

 To secure the commitment of staff, pupils, parents and the wider community to the vision and 
direction of the school and multi academy trust. 

 To ensure that the management, finance, organisation and administration of the school 
support its vision and aims. 

 To ensure that safeguarding and protecting children is a core priority to the school’s work 
within a culture of vigilance. 

 To present a coherent and accurate account of the school’s performance in a form appropriate 
to a range of audiences and in line with Trust requirements. 

  
Leadership and Management  
 

 To deploy and manage all teaching and non-teaching staff and allocating particular duties, 
including such duties of the Headteacher as may be properly delegated, in a manner 
consistent with conditions of employment. 

 To lead by example, be personally visible and committed, whilst adopting a strong and 
flexible leadership style. 

 To implement and sustain effective systems for the management of staff performance, 
incorporating targets for teachers, including targets relating to pupils’ achievement. 

 To motivate and enable all staff in the school to carry out their respective roles to the highest 
standard, through high quality continuing professional development based on assessment of 
needs. 

 To arrange for the deputy Headteacher or other suitable person to assume responsibility for 
the discharge of the Headteacher’s functions at any time when absent from the school. 

 To work with governors to recruit staff of the highest quality and develop an organisation in 
which all staff recognise that they are accountable for the success of the school. 

 To set appropriate priorities for expenditure, allocate funds and ensure effective 
administration and control. 

 To manage and organise accommodation efficiently and effectively to ensure that it meets 
the needs of the curriculum and health and safety regulations. 

 To manage, monitor and review the range, quality, quantity and use of all available resources 
in order to build on the quality of education, improve pupils’ achievements, ensure efficiency 
and secure value for money. 
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Teaching and Learning 
 

 To be accountable for the teaching and learning within the school. 

 To determine, organise and implement a curriculum policy (covering intellectual, spiritual, 
moral, cultural, physical and health development) appropriate to key stages which is broad 
and balanced, meets the needs of all groups of children and fulfils statutory and Trust 
requirements of Assessment and Reporting. 

 To ensure that learning is at the centre of strategic planning and resource management. 

 To promote and secure outstanding teaching, effective learning, high standards of 
achievement, good behaviour and discipline within a safeguarding culture. 

 To monitor and evaluate the quality of teaching and standards of learning and achievement 
of all pupils, including gifted and talented and those with special educational needs, in order 
to set and meet challenging, realistic targets for improvement. 

 To create and maintain an effective partnership with parents. 

 To support and improve pupils’ achievements and personal development 

 To ensure that parents and pupils are well informed about the curriculum, attainment and 
progress, and about the contribution that they can make to achieve the school’s targets for 
improvement. 

 
Safeguarding Children 
 

 To implement all required safeguarding updates into school policies and procedures (at least 
annually) as the Designated Safeguarding Lead; this includes completing bi-annual training. 

 To ensure that the Safeguarding policies and procedures are fully implemented and 
followed by all staff and so ensure that pupil safety is at the centre of school’s priorities, in 
particular strategic planning, staff recruitment and resource management. 

 To co-operate and work with relevant agencies to protect children. 

 To ensure that staff and volunteers feel able to raise concerns about poor and unsafe 
practice in regards to children, and that such concerns are addressed sensitively and 
effectively in a timely manner in accordance with the agreed whistle-blowing policy. 
 

 
Developing Self and Working with Others 

 To manage own and others workload to allow appropriate home/life balance. 

 To maintain an ethos in which all individuals feel valued and where personal endeavour and 
responsibility are encouraged and embedded within the school and wider community. 

 To maintain an environment where all members of the school community actively 
demonstrate their care and concern for everyone and fulfil the requirement of the school’s 
equality policies, paying particular regard to vulnerable learners and hard to reach families. 

 To build a collaborative learning culture within the school and actively engage with other 
schools to build effective learning communities. 

 To develop and maintain effective strategies and procedures for staff induction, professional 
development and performance review. 

 To acknowledge the responsibilities and celebrate the achievements of individuals and 
teams. 

 To develop and maintain a culture of high expectation for self and others and take 
appropriate action when performance is unsatisfactory. 

 To regularly review own practice, set personal targets and take responsibility for own 
personal development. 

 To participate in own annual performance management meetings and mid-year reviews. 
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Attributes Essential Desirable 

Qualification 
and Training 

 Degree and teaching qualification  

 Recent appropriate In-Service training 
(relevant and significant).  

 Evidence of training to enhance his/her 
current role.  

 NPQH or relevant leadership 
qualification or experience 
 

Experience  Has had leadership and management 
experience in relation to pupils in Foundation 
Stage/ Key Stage 1 and Key Stage 2.  

 Lead role in curriculum development and 
planning in Foundation Stage/ Key Stage 1 
and Key Stage 2.  

 Experience and appreciation of the 
educational needs of pupils from a wide 
range of backgrounds.  

 Recent and effective involvement in 
implementation of new educational 
developments. 

 Headship experience 

 Experience of detailed evaluation 
following lines of enquiry of Teaching 
and Learning 

 An awareness of whole school 
curriculum design 
 

Skills and 
Abilities 

 Effective communicator (to staff, 
parents/carers, governors and pupils).  

 Successful leader showing commitment to 
academic progress and the welfare and 
safeguarding of pupils.  

 Ability to identify the needs of, and oversee 
the delivery of a balanced curriculum.   

 Personnel management skills, including 
performance management.  

 Ability to plan, monitor, evaluate, review and 
lead by example.  

 Ability to lead and manage effectively in a 
pressurised environment  

 Ability to manage a multi-disciplinary 
approach to the needs of children as 
required. 

 Recognition of the balance required to 
sustain school improvement while 
appreciating school community well-
being and work life balance 

Professional 
Knowledge and 
Understanding 

 Awareness of the implications of the 
National Curriculum and assessment 
processes.  

 Sound understanding of recent educational 
developments. 

 Sound understanding of the financial 
management of a school. 

 Knowledge and understanding of personnel 
management issues. 

 Familiarisation and understanding of 
the current OfSTED framework and its 
implications 

 Passionate drive knowledge of how to 
deliver high quality teaching of 
reading across the school 



5 

 

Personal 
Qualities 

 A strong leadership style committed to 
effective team building  

 Ability to lead the school through changes, 
and to meet new challenges with 
enthusiasm, vision and flair.  

 Self-motivated and hardworking.  

 Ability to forge strong links with parents and 
the whole community.  

 A positive approach to discipline.  

 Ability to work closely with the CEO, Trust 
Board and Local Governing Body. 

 Integrity and professionalism 

 Emotionally intelligent and resilient  

 Positive, passionate, enthusiastic, self-
confident and able to help others be the 
same  

 Reflective practitioner  
 

 A commitment to collaborating and 
cooperative working across the Trust 

 A willingness to take a lead in an area 
of Trust development 

 

 


