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ASSISTANT HEAD OF SCHOOL ACADEMIC  

Required April/ September 2023 

 

The position 
Saint Nicholas School is seeking a dynamic individual and outstanding leader, to support the Headmaster, 
Deputy Head Academic and Senior Leadership Team in shaping and developing the academic life of the School 
and to contribute significantly to our vibrant community.  

The key areas of responsibility which attach to the position are set out below, although the list is not exhaustive 
and the postholder may be expected to assume additional responsibilities as reasonably requested by the 
Headmaster. He or she will keep the Headmaster and two Deputy Heads informed of any significant issues 
relating to the academic curriculum or the academic progress of the School and its pupils. The Assistant Head 
Academic will work alongside the Headmaster and the Deputy Head Academic in leading the strategic direction 
of the School.  

 

The successful applicant 
The successful candidate will be ready to play a pivotal role at this exciting time in our continuing growth and 
development. The Assistant Head Academic is responsible to the Headmaster and Deputy Head Academic for all 
academic matters. He or she is responsible in supporting the Deputy Head Academic in ensuring the highest 
standards of teaching, learning and academic attainment across the School. He or she will work closely with 
Heads of Sections and Departments, and other senior staff, to ensure the effective development and delivery of 
the academic curriculum and the efficient management of academic departments. The Assistant Head Academic 
reports directly to the Deputy Head Academic.  

 

School’s history & background 
Saint Nicholas School was founded in 1939 with a total roll of 7 pupils.  By 1977, the pupil roll had increased 
to 140 and at this time the school moved from its modest premises in Mill Street, Churchgate Street, to the 
current location at Hillingdon House. Today, Saint Nicholas is a thriving independent coeducational day 
school catering for approximately 500 pupils aged from 2 ½ to 16, with a nursery for babies from 3 months 
of age scheduled to open in early 2023. 

The school is situated in delightful gardens and grounds which extend to more than 14 acres. Pupils in the 
lower, middle and upper school are each housed in their own area, within close proximity of each other, 
enabling good access to shared facilities. The School is very well equipped with specialist classrooms, 
science laboratories, technology areas, ICT rooms, and libraries. Sports facilities include extensive playing 
fields, tennis courts, a heated swimming pool, and a magnificent sports hall and state-of-the-art theatre. 

The School is located close to London and Cambridge with direct train access to both, as well as being a short 
drive from Stansted Airport and the London Underground via Epping. You can find more about the school by 
visiting our website https://www.saintnicholasschool.net/ 

         

Terms & conditions 

Teachers are paid at a rate equivalent to the National Pay Scale including post threshold payments. There is a 
generous fee remission for children of members of staff, of up to 50% of the full fees, upon completion of one 
full year’s service, provided children meet the School’s usual entry requirements. Teaching staff may contribute 
to APTIS pension scheme. 

Closing date for applications 
All applications to be made via the TES website at this link: https://www.tes.com/jobs/employer/-1046413 

The closing date is midday on Thursday 10th November 2022 and interviews will take place week commencing 
21st November 2022 . 

https://www.saintnicholasschool.net/
https://www.tes.com/jobs/employer/-1046413
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KEY RESPONSIBILITIES 

 

 

STRATEGIC DEVELOPMENT 

 

 To develop and implement the School’s vision, mission, aims and objectives 

 To support the Deputy Head Academic in implementing and overseeing the School’s academic strategy, in line 
with agreed educational priorities, and, where appropriate, in liaison with senior leaders across the School 

 To recommend to the Deputy Head Academic future academic priorities that meet the academic needs of all 
pupils 

 To represent Saint Nicholas School at the relevant Governors’ Committee meetings, notably the Academic 
Committee, reporting on results and significant academic matters. 

 

LEADERSHIP 

 To be a core member of the Senior Leadership Team, leading meetings when required, representing the 
interests of the academic life of the School 

 To work with members of the Senior Leadership Team and, where appropriate, senior colleagues across the 
School, to develop, refine and implement the School’s policies and procedures (particularly those with an 
academic focus) 

 To support the Deputy Head Academic in leading all academic areas of the School’s Strategy and Improvement 
Plans 

 To monitor academic standards across the whole school in order to ensure the highest quality of provision and 
learning for all pupils 

 To lead section meetings alongside the Deputy Head Academic 

 To take a lead responsibility in promoting an ethos of academic rigour, engagement and perseverance in the 
pursuit of academic excellence within a warm and supportive environment. 
 

CURRICULUM 

 In partnership with the Deputy Head Academic ensure that curriculum planning, development and delivery 
meets the needs of all pupils within the School and is co-ordinated across the entire age range 

 In partnership with the Deputy Head Academic create the School timetable across the whole school (including 
individual pupil timetables and prep timetables) 

 In partnership with the Deputy Head Academic manage the timetable, staff allocations and GCSE subject 
options 

 To oversee the production of the GCSE revision guide 

 To organise examination timetables for lower and senior school and coordinate revision topics to be 
communicated to parents and pupils 

 To organise the assessment cycle for the Lower School 

 To organise standardised testing across the school 

 To organise Lower School curriculum weeks. 

 

STAFFING 

 To support the assessment of academic staffing requirements, recruitment and deployment 

 To produce the staff duty rota 

 To support the Deputy Head Academic with organising and overseeing staff cover, including supply cover  

 To conduct staff appraisals, as agreed 

 To deliver staff induction with regard to academic processes and skills. 



 

Saint Nicholas School – Assistant Head Academic – Page | 4 

 

 

 

 

 

QUALITY OF TEACHING 

 
 To be an excellent role model, in the classroom and beyond and in his or her role as a senior leader within 

the School 

 To support the Deputy Head Academic in ensuring that the quality of teaching and learning is consistently 
excellent 

 In conjunction with the Senior Leadership Team, foster a positive culture of professional reflection and the 
sharing of excellent practice 

 Working in conjunction with the relevant Heads of Sections and Departments, ensure that all pupils are 
supported and well prepared for A-level admissions. 

 

PUPIL PERFORMANCE 

 To support the Deputy Head Academic in developing effective systems for monitoring and evaluating the 
progress of all pupils, together with appropriate strategies to support pupil progress 

 To support Year 11 pupils at risk of non-qualification for their preferred destination Sixth Form to meet the 
required standards for entry 

 To oversee the formal reporting of pupil progress and the effectiveness of parent/teacher consultation 
meetings 

 To record and analyse public examination performance in relation to: individual pupils; academic 
departments; the School as a whole and nationally, reporting to Governors and senior staff on strategies for 
improvement 

 To closely monitor the academic progress of pupils across the school and work with the Deputy Head 
Academic to ensure appropriate intervention strategies are put in place 

 To provide whole school pupil progress tracking information for the Deputy Head Academic, highlighting 
differences in performance by gender, ability, SEND (including Gifted), subject and teacher 

 Identify and follow up action on pupils whose internal examination performance is of concern 

 Analyse and publish value added data internally. 

 

PERSON SPECIFICATION 

The successful candidate will be expected to have: 

 A strong academic background, with at least a good honours degree (1st or 2nd class) 

 An awareness, understanding and experience of issues relating to safeguarding the health, welfare and 
safety of children 

 Evidence of successfully leading and managing change, ideally at a strategic level 

 The ability to take the initiative, to seek advice where necessary and to work effectively as part of a team 

 Well-developed knowledge of issues relating to the academic curriculum, timetabling, teaching and 
learning, and educational management 

 A good awareness of recent trends in curriculum content, aims, objectives and assessment  

 Well-developed managerial skills and the ability to lead and inspire staff  

 Outstanding time management, problem-solving and organisational skills 

 Evidence of achieving excellent academic results 

 The ability to understand, use and to encourage, a variety of teaching and learning styles 

 Highly developed interpersonal skills, and the ability to work effectively and productively with pupils, staff, 
parents and governors 

 Excellent written and oral communication skills and the confidence to make effective presentations to 
audiences of pupils, parents and staff  

 The ability to chair meetings in an effective and inclusive manner 
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 A high degree of motivation to work with children and young people 

 The ability to form and maintain appropriate relationships and personal boundaries with children and young 
people 

 A positive attitude to maintaining discipline 

 A good eye for detail  

 Flexibility and resilience 

 High standards and outstanding levels of professional and personal integrity 

 A track record of success in running an academic department within one or more good schools is highly 
desirable but, for the right candidate, not essential. No specific academic subject specialism is required of 
the successful candidate, who will be expected to teach a significantly reduced timetable. 

 

CONTRIBUTION TO SCHOOL LIFE 

Extra-curricular activities 

 Contribute to the extra-curricular activities by running at least one weekly club or activity after school. 

Pastoral duties 

 Take on the role of form teacher as required 

 Attend weekly assemblies. 

School events 

 Demonstrate support of the Friends organised events, including attending the Christmas and Summer Fairs 
which take place on Saturdays 

 Attend  two Saturday Open Mornings 

 Attend the School’s Speech Day, normally the final Saturday of the Summer Term. 


