
 

PHES ISP Head of Secondary Role Profile 

ISP is committed to safeguarding and promoting the welfare of children and young people and expect all 
staff and volunteers to share this commitment. All shortlisted candidates and post holders are subject to 
appropriate International Criminal and Child Protection Background Checks or equivalent, covering the 
previous 10 years of employment history. ISP recruit teachers in several ways including direct application 
to the school and through international teacher recruitment agencies and organizations. 
 
The International Schools Partnership (ISP) is a growing group of international schools which believes in 

amazing learning and is committed to getting better all the time.  

 

GROWING LEARNING, GROWING SCHOOLS embodies our journey and is what binds us together. We are 

developing schools for 2-18 year olds with learning at the heart of each school and helping our children 

and students learn to levels that amaze them. At the same time, we are listening to our parents and 

students to broaden the appeal of our schools, with the aim of each one becoming the school of choice in 

its local area over time. We believe that successful schools are the ones that put learning at the heart of 

everything they do, always aiming to create rounded individuals that are able to forge successful careers 

and lives in a rapidly changing world.  

 

We are a truly international group working in different cultures and speaking different languages. We 

work across countries and cultures, too, by working with each other and with other schools and 

communities. Our schools are located in the UK, the USA, Canada, Spain, Chile, Costa Rica, the United 

Arab Emirates, Qatar, Malaysia and Mexico. We are constantly enhancing our existing group of schools 

with new ones including those we develop ourselves, and new schools that want to join our partnership. 

 

We put learners and learning first. Learning is affected by both internal factors (such as emotions, 

motivation and general health and wellbeing) and external factors (such as environment, curriculum and 

relationships). The external factor that has the most significant impact on our students’ learning is the 

teacher. 

 

At ISP, everyone is a learner. So as one of our teachers, you are also a learner.  Together, we will embark 

on an ongoing process of exploring, expanding and evolving your practice in ways that directly impact and 

improve student learning.   

 

Learner (ISP definition) 

Everyone at ISP is a learner. The ISP learner recognizes that their mindset, experiences, and actions 

drive their learning outcomes. With this awareness, they exercise voice, choice, and ownership 

over their process of learning - leading their learning and the learning of others. 

 

 



 
PHES ISP Principles 

Begin with our children and students. Our children and students are at the heart of what we do. Simply, 

their success is our success. Well-being and safety are both essential for learners and learning. Therefore, 

we are consistent in identifying potential safeguarding issues and acting and following up on all concerns 

appropriately. 

 

Treat everyone with care and respect. We look after one another, embrace similarities and differences 

and promote the well-being of self and others. 

 

Operate effectively. We focus relentlessly on the things that are most important and will make the most 

difference. We apply school policies and procedures and embody the shared ideas of our community. 

 

Learn continuously. Getting better is what drives us. We positively engage with personal and professional 

development and school improvement. 



 

 

 



 

 

 

Job Description: Head of Secondary  

 

Park House English school is committed to safeguarding and promoting the welfare of pupils and expects 

all staff members to share this commitment. 

 

Line Manager: Principal 

Overseen by: Principal 

 

PURPOSE : 

 

The purpose of this role is to offer leadership, inspiration and guidance, to manage the day-to-day routines 

of the Secondary School, to play a major role in strategic planning for the whole school and to work 

effectively as a key member of the School Leadership team. 

 



 
DUTIES AND AREAS OF RESPONSIBILITY :  

 

• To fully support the mission and vision of Park House English School 

• Give clear direction to the work of the Year Group, including identifying key areas for 
improvement and planning appropriate actions to address them 

• Monitor the quality and extent of learning experienced by the pupils, liaising with the SLT and 
offering feedback, help and support where necessary 

• Ensure the appropriate use of data to monitor performance of pupils in assigned year group, 
putting appropriate intervention strategies in place as necessary 

• Lead an assigned year group to achieve high quality teaching, effective use of resources and the 
highest standards of learning and achievement for all pupils through a creative and rigorous 
curriculum 

Leadership and Management 

• Lead and co-ordinate the work of the assigned year group, being responsible for the quality of 
learning, pupil progress and standards 

• Work closely with members of SLT and curriculum leaders, to ensure that standards, achievement, 
actions and developments are monitored to raise the levels of achievement of pupils and staff. 
Provide written reports when required 

• Challenge poor performance in any area of the school’s activity 

• Share responsibility for, and be pro-active in, the day to day management of the assigned year 
group 

• Liaise with LT and co-ordinate the deployment of staff, students and volunteers within year group 

• Collaborate, cooperate and support roles of colleagues, in achieving the school priorities and 
targets, and monitor the progress towards meeting them 

 

Learning and Teaching 

• Work with the Leadership team in the process of devising, implementing, monitoring, assessing 
and evaluating the curriculum provision, 

• Implementation of teaching and learning for the school, including areas of staffing, curriculum 
resourcing, pupil behaviour and achievement 

• Take an active and positive role in the development of curriculum attainment and progress within 
the school 

• Ensure all school assessments are undertaken and to be accountable for standards with the year 
group 

• Ensure that all staff in assigned year groups understand the curriculum and school policies and 
follow them accordingly 

• Ensure appropriate arrangements for assessments are in place and carried out 

• Be an excellent practitioner who is an example to staff, pupils and parents in terms of 
o High personal standards of classroom practice 
o Providing stimulating and challenging learning environment 
o Excellent subject knowledge of Mathematics and English 
o The ability to plan, assess and evaluate to a high standard 
o High expectations of pupil achievement 
o Commitment and professionalism 



 
o Organizational and school operation skills 
o Excellent leadership understanding of whole school assessment and data analysis 

Staff Management 

• Provision of effective orientation and induction for new Secondary School staff and ensuring the 
procedures for staff appraisal and Secondary School staff performance management   are carried 
out according to policy 

• Provision of professional and personal support and direction to Secondary School staff in order to 
maximize the effective carrying out of their duties 

• Provision of timely advice to the Principal in matters pertaining to staff movement and 
deployment, and assistance in the recruitment of Secondary School staff 

• Ensuring the Secondary School staff are given access to appropriate professional development 

• Maintaining open communication with staff through staff notices, and daily briefings 

• Maintaining open communication in order to keep the Principal well informed about Secondary 
School matters 

• Create the duty roaster for break-times, early and late duties 

• Create the roaster for art boards in foyer and outside Principal’s room 

• Support staff, and provide advice, in their interaction with parents 

• Ensure the quality of school reports and other written documentation sent home from the 
Secondary school is of an appropriate standard 

 

Secondary School Profile 

• Contribute to regular parent newsletters regarding Secondary School matters 

• Assist in raising the profile of the Secondary School and the whole school within the community 

• Ensuring that parental interest and participation in the school is encouraged and that regular 
parent/teacher meetings occur 

• Maintaining a visible, approachable and welcoming profile for parents, and in particular, to those 
directly associated with the Secondary School 

• Manage all Secondary School publications 

• Ensure the conducting of regular Secondary School assemblies and productions and promoting 
Secondary School involvement in whole school assemblies 

 

Health and Safety 

• Emphasizes the importance of safety in all areas of the curriculum, communicating to the pupils 
the importance of a responsible attitude towards personal safety, the safety of others and respect 
for Park House English School’s property and equipment 

• Perform playground duties on time and with due diligence to safeguard Park House students 

• Take all necessary and reasonable precautions to protect students, equipment, materials, and 
facilities 

• Assist in implementing all policies and rules governing student life and conduct 

• Ensure that, all the necessary health and safety rules and procedures are being followed 

• Maintain an awareness of all the health and safety measures to be taken when in school 
 

 



 
 

PROFILE 

• UK Bachelors Degree in Education,   
or 
Bachelor’s Degree, as well as PGCE (Post Graduate Certificate of Education) with QTS or 
equivalent  

• National Professional Qualification in Headship (NPQH) highly desirable 

• Fluency in English is mandatory 

• Child safeguarding trained 

• Minimum 5 years of relevant experience  

• Senior leadership experience in an ENC secondary school 

• Meet professional teacher education requirements of school  

• Must hold a current Enhanced Criminal Records Bureau Disclosure, or equivalent, for countries 
lived in outside of the UK 

 

SKILLS AND ABILITIES 

 

Competencies 

• In-depth knowledge and understanding of School curriculum (English National Curriculum – 
Secondary) and associated assessment methods 

• Up to date curriculum developments 

• Application of effective teaching and learning theory and practice of providing effectively for the 
individual needs of all children (e.g. classroom organisation and learning strategies) 

• Proven leadership and management skills  

• A senior management background in secondary education 

• A leader of teaching and learning and a key person in the senior leadership team 

• Experienced curriculum and team leader 

• Budget management experience 

• Excellent communication skills and command of the English language, in spoken and written 
form  

• Presentation skills with the ability to present information in a concise and professional manner 
to a variety of audiences 

• Organization skills: well organized and able to prioritize, multi tasks and meet deadlines 

• High level of IT competency 

• The ability to work on a regular and punctual basis 

• Flexible and work well under pressure 

• Customer service  

• Critical thinking  

• Ability to negotiate, persuade and motivate others  

• Willing attitude to be a part of the school team 

• Strong sense of professionalism 

• Safeguarding and welfare of children 

• A collaborative team-player with excellent interpersonal skills 



 
• The ability to develop good personal relationships within a team 

• Behaviour management 

• Demonstrated competency to use computer applications related to the role, including word 
processing and spreadsheet applications 

• Record keeping and report preparation methods 

• Interpersonal skills including tact, courtesy and patience 

• Customer focused 

• Willingness to undertake appropriate Professional Development 

Attributes 

• Empathetic listener 

• Integrity and confidentiality 

• Internationally minded 

• Emotional intelligence 

• Intercultural awareness, creative 

• Flexible and a can-do attitude 

• Passionate about delivering quality education 

• Able to command respect of pupils, colleagues and parents 

• Driven by wanting to improve quality and develop the school 

• Reliable with an attention to detail and a commitment to quality 

• An innovator with a willingness to embrace change 

 

OTHER       

 
Whilst every effort  has  been  made  to  explain  the  main  duties  and responsibilities of the post, each 

individual task undertaken may not be identified. 

 

Employees will be expected to comply with any reasonable request from a manager to undertake work 

that is not specified in this job description. Employees are expected to be courteous to colleagues and 

provide a welcoming environment to visitors and telephone callers. 

 
The school will endeavour to make any necessary reasonable adjustments to the job and the working 
environment to enable access to employment opportunities for disabled job applicants or continued 
employment for any employee who develops a disabling condition. 

 
This job description is current at the date shown, but, in consultation with you, may be changed by the 
Principal to reflect or anticipate changes in the job commensurate with the grade and job title. 

 
As a member of the staff of Park House you will need to comply with the below: 

• Compliance with the school's Vision, Mission and Policies 

• Compliance with the UK Teacher’s standards : Teachers' standards - GOV.UK (www.gov.uk) 

• Positive Professional Relationship with all staff members are maintained 

https://www.gov.uk/government/publications/teachers-standards


 
• Contact with students is on a strictly professional basis with the physical and emotional safety of 

students being of paramount importance 

• The hours of work as arranged with the principal are strictly followed 

• This position entails working with information, much of which is held in confidence.  Under no 

circumstances is this confidentiality to be compromised 

 

 

PHES is committed to safeguarding and promoting the welfare of children and young people and expect 

all staff and volunteers to share this commitment. All shortlisted candidates and post holders are 

subject to appropriate International Criminal and Child Protection Background Checks or equivalent, 

covering the previous 10 years of employment history. PHES recruit teachers in several ways including 

direct application to the school and through international teacher recruitment agencies and 

organizations. 

 

 

 

 

 

 


