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ST. DAVID'S SCHOOL

 ASHFORD • MIDDLESEX  • TW15 3DZ

HEAD OF ENGLISH & DRAMA
(including Media Studies)

THE SCHOOL
St. David’s School is an independent girls’ day and boarding school for pupils aged from 2½  to 18. 
The School was founded in 1716 with H. M. the Queen as Patron by the Order of Ancient Britons for the education of the daughters of Welshmen.  It was formerly known as The Welsh Girls’ School. In 1857, the school was relocated to Ashford from Clerkenwell, occupying purpose-built premises, opened by Prince Albert, the Prince Consort. The original buildings, extended, are still in daily use by the School and are also further let for weddings and other events. The site of approximately 30 acres includes sports facilities and a lake and is well served by transport systems: British Rail to Waterloo - 35 minutes, M25 - 2 miles, Heathrow - 15 minutes. 

The School aims to give an all-round education, developing every girl to her maximum potential in a happy and caring environment. The emphasis is not only on high academic achievement but also on musical, artistic and creative skills together with sport and extra-mural activities - including the Duke of Edinburgh's Award Scheme. Pupils join us from the surrounding area and from abroad - there are several nationalities in the Boarding House, which gives the school both a local and international perspective as well as a Welsh connection.  In addition, we are the top school in the country for Sports Acrobatic Gymnastics and attract potential world class gymnasts.
The successful candidate will be enthusiastic and dynamic, taking an active part in overseeing the running of all related activities, e.g. Library and Productions, as well as continue the excellent success of English, Drama and Media Studies at GCSE and A Level.  St. David's prides itself on its added value for all pupils

The English and Drama Department currently comprises 4 members of staff who teach English, Drama and Media Studies. LAMDA classes are also integral to the department’s continuing success.  At present, there are two dedicated teaching rooms, a drama studio and a performing arts centre.
Completed application forms should be sent by post, email or fax to:  
Mrs. Tessa Smith, St. David’s School, Church Road, Ashford, Middlesex. TW15 3DZ – office@stdavidsschool.com
The closing date for applications is Monday 2nd March 2009.  Interviews will be held week beginning Monday 9th March 2009.
JOB DESCRIPTION

POST:

HEAD OF ENGLISH & DRAMA (including Media Studies)
1.  PRINCIPAL RESPONSIBILITIES

The Head of English & Drama (including Media Studies) is responsible specifically for the development of English throughout the school, ensuring that each pupil is positively encouraged to develop her potential to the full.  The Head of English, Drama will also work with the Drama Specialist, who currently teaches Media Studies, to promote a synergy within the team and a line management responsibility for the team.
Specific Responsibilities include:

a)  Planning, implementing and reviewing the curriculum (with reference to the framework of the National Curriculum).
b)  Ensuring that assessment is both regular and thorough and that full records of work done by members of the department and pupils are kept.

c)  Overseeing the development and training of staff in the department; supervision of departmental staff.

d)  Holding regular departmental meetings, minuted to the Head.

e)  Representing the department within the school in matters relating to the curriculum and management.
f)  Liaising with other departments in the school.

g)  Co-operating with the Deputy Head and any other appropriate staff in developing links with feeder primary school and local employers.

h)  Liaising with the Deputy Head in matters concerned with discipline and the Director of Studies in matters relating to the timetable.

i)  Implementing the ongoing development of the subject area.

j)  Keeping the department within its budget.

k)  Ensuring that the stock and equipment are well cared for and economically used.

l)  Supervising the work of support staff.

m)  Ensuring Health & Safety guidelines are followed.

n)  Ensuring that the departmental rooms present a stimulating environment.

o)  Organising GCSE, AS & A Level examination entries with the Examination Secretary for English, Drama and Media Studies.

p)  Implementing all school policies.

q)  Organising setting arrangements within the department.

Within these specific responsibilities, the Head of Department is expected to foster a lively and enthusiastic atmosphere within the department for both pupils and staff.

2.  ADDITIONAL SPECIFIC RESPONSIBILITIES

a)  To liaise with the Drama Specialist in the organization and running of school drama productions
b)  To ensure that public speaking and debating is encouraged and supervised throughout the school.
c)  To oversee the progress and stocking of the library, working closely with the Librarian over the purchasing of new books.
d)  To organize trips and activities to enhance the teaching and learning of English and Drama within the school.
e)  To write and mark the Entrance Assessment Test for Year 6 pupils entering the Senior School and to give feedback to the Preparatory School to help with their target setting.
f)  To liaise with the Preparatory School to ensure the continuity of teaching methods and curriculum content. 
g)  To be available as a Tutor to an assigned Form Group and to carry out related duties in accordance with the general job description of Form Tutor.
3.  GENERAL DUTIES

a)  To carry out a share of supervisory duties in accordance with published schedules.

b)  To participate in appropriate meetings with colleagues and parents relative to the above duties.
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