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Head of English and Literacy 
Job Description | Frewen College 
 
Title Head of English and Literacy 
Responsible to The Headmaster 
Responsible 
for 

Leading the development of English and Literacy across Year 7 to 
Sixth Form, in line with the school’s vision and aims.  
 
Ensuring that the department delivers high-quality, differentiated and 
adapted English and Literacy lessons to students with dyslexia to 
achieve excellent outcomes.  

Hours of work / 
Location 

44 hours per week to occur during the following times:  
Monday to Friday 8am to 5.30pm 

Closing date Monday 13th April 2026 at 12 noon 
Interview date TBA 

 
 

Key 
Responsibilities 
as Head of 
English Faculty 

Curriculum:  
• Design, in collaboration with your department, an English 

curriculum across Year 7 to Sixth Form that supports the 
development of literacy skills while working towards GCSE 
qualifications.  

• Ensure that the curriculum provides appropriate stretch and 
challenge enabling pupils of all abilities to make excellent 
progress. 

• Maintain a thorough and up to date knowledge of the 
curriculum, relevant pedagogy, and exam board specifications 
and cascade this to departmental staff. 

• Oversee meaningful, accurate and consistent assessment 
across the department, including effective moderation and 
record keeping.  

• Monitor pupil progress, working with the faculty to identify need 
and differentiate and adapt work as required. 

• Work with the Head of Learning Support to identify students 
who required addition interventions; support with the 
implementation and monitoring of these.  

• Oversee and deliver a range of cross-curricular / enrichment 
activities which enhance in-class provision.  
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Staff Development and Quality Assurance:  
• Lead and manage the performance of teachers within the 

faculty, ensuring that good practice is shared and identify areas 
of development are addressed through appropriate CPD. 

• To oversee Sixth Form Learning Development Mentors to 
support their delivery of the English curriculum. 

• Contribute to the school’s cycle of learning walks, lesson 
observations, to monitor and evaluate the provision & delivery 
within the English faculty.  

• To ensure consistency of robust assessment across the faculty, 
including moderation of assessment with the English Faculty, 
and other middle leaders as required.  

• To work with the Deputy Head Academic and Head of Learning 
Support on the development and implementation of literacy 
across the English faculty and school; including development of 
phonics skills. 

 
Student Wellbeing and Learning Behaviours:  

• Set high expectations for students in terms of their work and 
behaviour in lessons. 

• Organise and monitor faculty teaching groups with respect to 
attainment, homework and discipline. 

• Liaise with pastoral staff, parents, pupils and outside agencies 
as necessary. 

 
Management Responsibilities:  

• Manage the day-to-day operation of the English Department. 
• Be accountable for the performance of the department in 

external examinations.  
• Make use of baseline data to inform the judgments on pupil 

progress. 
• Act as an outstanding role model for teaching and learning 

within the department.  
• Ensure staff set high quality homework and mark it promptly in 

line with the school’s policies.  
• Ensure that curriculum led budgets are managed effectively. 
• Organise regular departmental meetings, keeping accurate 

minutes.  
• Attend middle leaders meetings and other meetings as 

required. 
• Ensure that all examination administration, including information 

for Exam Access Arrangements are accurate and complete.  
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• Ensure that teaching areas and displays within the department 
and wider school are maintained to enhance and support the 
delivery of English.  

• Liaise with the Senior Leadership team about all aspects of the 
Health and Safety.  

Key 
Responsibilities 
as a Classroom 
Teacher 

Teaching and Learning:  
• Plan, prepare, and deliver engaging English lessons tailored to 

the needs of students with dyslexia and co-occurring 
needs, ensuring a clear, cumulative, cyclical curriculum that 
provides clear skill progression and ensure that all students 
make good levels of progress.  

• Adapt and differentiate the curriculum for students with varying 
levels of ability and specific learning difficulties.  

• Ensure appropriate support, stretch, and challenge for all 
students.  

• Use multisensory teaching strategies, deliver phonics-based 
teaching and intervention, and early literacy strategies to 
support and develop reading and spelling, support vocabulary 
development through specialist teaching approaches.  

• Use assistive technology and resources (e.g., text-to-speech, 
word processors) to support students’ learning.   

• Provide targeted, individual, and small group support for 
students who need extra help with literacy skills.   

  
Strategic Planning:  

• To work with other members of staff (departmental and 
academic team) on:  

• Development of curriculum, resources, schemes of work, 
marking policies, assessment, and teaching and learning 
strategies.   

• To work with colleagues in all departments to ensure wider 
strategic objectives of the School are followed and delivered.  

• To ensure all work reflects the vision and ethos of the School.  
• Develop and implement specific strategies to support students 

with improving their literacy skills.  
• Promote students’ independence and self-confidence in 

learning through effective support and encouragement.  
• Collaborate with other staff, including the Head of Learning 

Support, and teaching assistants, to ensure a consistent 
approach to supporting students’ differing needs.  
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Assessment and Monitoring:  
• Regularly assess students’ progress through formative and 

summative assessments and accurately use data to inform 
planning for progression.   

• Provide regular feedback to students, helping them understand 
their strengths and areas for development. Feedback should be 
accessible and meaningful, highlighting strengths and areas for 
development.   

• Maintain detailed records of student progress, ensuring that 
individual learning plans (IEPs) are followed and updated.  

• Work with the school’s learning support department 
to identify and implement appropriate interventions and 
adjustments for students. 
 

Professional Development:  
• Keep up to date with subject knowledge, current research, 

resources, and best practices for teaching students with 
dyslexia and co-occurring needs and embed these in classroom 
practice.  

• Use extensive, up-to-date subject knowledge to support the 
development of English/literacy across the school,  

• Attend relevant training, workshops, and professional 
development sessions to continue improving teaching strategies 
and knowledge.  

• Contribute to the school’s whole school literacy approach 
through collaborative planning and sharing of best practices.  
 

Communication and Collaboration:  
• Build strong relationships with students, ensuring a supportive 

and engaging classroom environment.  
• Communicate effectively with parents, guardians and boarding 

staff providing regular updates on student progress and areas 
where additional support may be needed.  

• Collaborate with the wider staff team to ensure students are 
supported across all areas of their education.  

• Work closely with parents to ensure a strong home-school 
partnership.  

• Work closely with the Head of Learning Support, teaching 
assistants, and other staff members to ensure that students with 
dyslexia receive the necessary support across all areas of their 
learning.  
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Pastoral Duties: 
• To act as a Form Tutor and carry out all of the responsibilities 

linked with that role.  
• To monitor and support the overall progress and development 

of students within your tutor group.  
• To contribute to the planning, delivery, and assessment of the 

PSHE programme.  
• To ensure that Frewen College’s Behaviour Management Policy 

and procedures are implemented at all times.  
• To carry out a share of pupil supervisory duties including before 

and after school, break and lunch, and, as required, 
weekends in accordance with published rosters.  

  
General: 

• To participate in appropriate meetings with colleagues, parents, 
pupils, and other professionals as required.  

• To maintain high and exemplary standards in terms of 
preparation, teaching quality, classroom management, displays, 
marking, assessment, and reporting.   

• To keep up to date with, comply with, and fully implement, 
school policies and procedures.  

• Build and maintain strong, positive, and respectful relationships 
with students, colleagues, and parents.  

• Demonstrate care, empathy, and consistency in interactions 
with students.   

• To play a full and active part in the life of Frewen College as an 
independent boarding school at all times including extra-
curricular activities (including activities at weekends/out of term 
time).  

• Model high standards of professional behaviour at all times.  
• To play an active part on promoting the school ethos, mission, 

vision, and values.  
• Flexibility in order to fully support the operational and strategic 

needs of the school.  
• To undertake any other reasonable duties as requested by the 

Headmaster or Deputy Heads.  
• To perform any other key tasks which 

the Headmaster may reasonably assign.   
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Safeguarding: 
Frewen College is committed to safeguarding and promoting the 
welfare of children and young people and expects all staff and 
volunteers to share this commitment. All employees are required 
to undergo child protection screening appropriate to the post, including 
checks with past employers and the Disclosure Barring Service (DBS). 
This will give details of all spent and unspent convictions and other 
recordable matters.   

To Apply Please complete a Frewen College application form and return it 
alongside a covering letter addressed to the Headmaster. 
 
Applications should be emailed to Annabel Baker (PA to the 
Headmaster) at office@frewencollege.co.uk. 
 
Please review the job description for the closing date for applications. 

Key Dates Group tours of the school on Tuesday 17th March at 10am or 
4.30pm. If you are unavailable on the above dates, please contact the 
office to arrange an individual visit. Email office@frewencollege.co.uk 
or telephone 01797 252494. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

mailto:office@frewencollege.co.uk
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Person Specification 
Head of English and Literacy | Frewen College 
 

Attribute Essential Desirable 
Qualifications 
and Training 

• Qualified teacher Status (QTS) 
• Degree in English or a closely 

related discipline 
• Evidence of ongoing professional 

development relevant to curriculum 
leadership and/or English teaching 

• Postgraduate qualification 
in education, leadership, 
or subject specialism 

• Middle or senior 
leadership training (eg 
NPQML/NPQSL/NPQLTD) 

Experience • Successful experience teaching 
English across Key Stages 
(typically KS3-KS4, and KS5 where 
applicable) 

• Proven track record of raising 
attainment and securing strong 
progress for diverse groups of 
pupils 

• Experience leading or contributing 
to departmental initiatives, 
curriculum development, or 
assessment strategies 

• Experience using data to drive 
improvements in teaching, learning, 
and outcomes 

• Experience line-managing 
staff or leading a team (eg 
as second in department, 
KS lead, literacy lead) 

• Experience leading whole-
school literacy initiatives 

Knowledge 
and 
Understanding 

• Strong understanding of current 
curriculum requirements, national 
developments, and effective 
pedagogy in English 

• Deep knowledge of literature, 
language, and literacy teaching at 
secondary level 

• Understanding of effective 
behaviour for learning strategies 

• Knowledge of safeguarding 
principles and commitment to 
promoting student welfare 

• Understanding of post-16 
functional skills (English) 

• Familiarity with 
approaches to improving 
reading, oracy, and writing 
across the curriculum. 

Skills and 
Abilities 

• Ability to inspire, motivate, and 
support staff and students 

• Effective leadership and team-
building skills 

• Strong classroom management 
and high expectations of behaviour 
and achievement 

• Ability to analyse data, identify 
priorities, and implement 
improvement strategies 

• Ability to lead high-quality 
CPF 

• Confidence in using digital 
tools and platforms to 
enhance learning and 
departmental operations 
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• Strong organisational skills, 
including the ability to manage 
workload, deadlines, and 
departmental processes 

• Excellent communication skills – 
written and verbal – and ability to 
engage confidentiality with 
students, staff, parents, and 
governors 

Personal 
Qualities 

• Passion for English and 
commitment to excellence in 
teaching and learning 

• High professional standards and 
integrity 

• Reflective, resilient, and solution-
focused 

• Commitment to equality, diversity, 
and inclusion 

• Ability to model a positive culture of 
respect, collaboration, and 
continuous improvement. 

• Good sense of humour 

 

 


