
 Role Profile 

Assistant Head Director of AW6 (Sixth Form) 

Main Responsibilities / Job Profile 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• Strategic Development of the AW6 in line with the Senior School development plan, build 
and maintain a culture and curriculum which takes account of the richness and diversity of 
AW6 community distinct from the Senior School but aligned to the Akeley Wood School 
Aims, Ethos, Vision & Culture. 

• To drive AW6 to be the best Post 16 provider in the Cognita group and the wider area 
through maintaining a thirst for innovation and creativity and actively engaging with 
educational research. 

• Effectively and empathetically lead, manage, support and develop the AW6 staff 
maintaining high expectations and securing positive accountability for Teaching and 
Learning holding responsibility for educational standards across AW6 and for Pastoral 
Care, with oversight of the behaviour and welfare of all pupils in AW6. 

• Be a member of the Senior School Extended Leadership Team (ELT), Senior School SLT 
and other staff teams as appropriate and to contribute to the development of policy and 
planning for the school. 

• To take a fundamental role in positively influencing and developing an effective marketing 
& admissions strategy to maintain and increase AW6 pupil roll and promote and develop 
links with key stakeholders and the wider community. 

 
Report to:  Head of School 

 
Line Manage:   

• Careers and Employability Advisor 

• Assistant Head of Sixth Form 

• Some Heads of Department (TBC) 
 

 

•  
 
 
 
 
 
 
Post holders are also responsible to the Head of Senior School for ensuring the general 
leadership of AW6 and in the implementation of all policies. All staff are expected to have a clear 
understanding of the vision, aims and ethos of AW6 and an awareness of its role within the 
community.  
 
It is essential that the academic and pastoral frameworks of AW6 are interrelated. 
 
 
Report to: Head of Senior School 

 
Line Manage:   
 

• Head of Y12 

• Head of Y13 

• Heads of non-Core Depts (t.b.c) 

• Careers/HE Advisor 
 
Responsible for: Raising achievements of students in the Sixth Form. 

 
 

 

 
Th     



Key Accountabilities 

 

 

 

Teaching & Learning 

• To be responsible for raising the quality of teaching and learning and for students’ 
achievement by setting high expectations and monitoring and evaluating the effectiveness 
of learning outcomes. A successful learning culture will enable students to become 
effective, enthusiastic, independent learners, committed to lifelong learning.  

Actions:  

• To ensure a consistent and continuous wide focus on students’ achievement using data 
and benchmarks.  

• To monitor progress in learning as part of the Executive Leadership Team.  

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

• To establish creative, responsive, and effective approaches to learning and teaching.  

• To ensure a culture and ethos of challenge and support where all students can achieve 
success and become engaged in their own learning.  

• To demonstrate and articulate high expectations and set stretching targets for the whole 
AW6 community.  

• To implement strategies which secure high standards of behaviour and attendance.  

• To implement a diverse, flexible curriculum and implement an effective assessment 
framework as part of the Executive Leadership Team.  

• To take a strategic role in the development of new and emerging technologies to enhance 
and extend the learning experience of students.  

• To monitor, evaluate and review classroom practice and promote improvement strategies.  

• To challenge underperformance at all levels and ensure effective corrective action and 
follow up.  

 

 

 
 

 

 

 



 

Developing Self and Working with others 

To recognise that effective relationships and communication are important in work with and 
through others. Effective Leadership Team members manage themselves and their relationships 
well. Leadership is about building a professional learning community, which enables others to 
achieve. Through performance management and effective continuing professional development 
practice, the Leadership Team support all staff to achieve high standards. The Leadership Team 
should be committed to their own continuing professional development in order to develop the 
capacity to deal with the complexity of the role and the range of leadership skills and actions 
required of them.  
Actions: 

• To treat people fairly, equitably and with dignity and respect.  

• To create and maintain a positive Sixth Form culture.  

• To build a collaborative learning culture within AW6 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 ensure effective planning, allocation, support, and evaluation of work undertaken by 
teams and individuals, ensuring clear delegation of tasks and devolution of 
responsibilities.  

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

• To develop and maintain a culture of high expectation for self and for 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 manage own workload and that of others to allow an appropriate work/life balance.  
 
Managing the Organisation 

To provide effective organisation and management of AW6 and seek ways of improving 
organisational structures and functions based on rigorous self-evaluation, thereby ensuring that 
AW6 and the people and resources within it are organised and managed to provide an efficient, 
effective, and safe learning environment. Building capacity across the workforce and ensuring 
resources are deployed to achieve value for money and building a successful organisation 
through effective collaboration with others, by re-examining the roles and responsibilities of those 
adults working in AW6.  
Actions: 

• To create an organisational structure which reflects AW6’s values, and enables the 
management systems, structures and processes to work effectively in line with legal 
requirements.  

• To produce and implement clear, evidence-based improvement plans and policies for the 
development of AW6 and its facilities.  

• To ensure that, within an autonomous culture, policies and practices take account of 
national and local circumstances, policies, and initiatives.  

• To manage AW6’s financial and human resources effectively and efficiently to achieve 
AW6’s educational goals and priorities.  

• To recruit, retain and deploy staff appropriately and manage their workload to achieve the 
vision and goals of AW6.  

• To implement successful performance management processes with all staff.  

• To manage and organise AW6 environment efficiently and effectively to ensure that it 
meets the needs of the curriculum and health and safety regulations.  

• To ensure that the range, quality and use of all available resources is monitored, 
evaluated and reviewed to improve the quality of education for all students and provide 
value for money.  

• To use and integrate a range of technologies effectively and efficiently to manage AW6.  
 

 

 
 



 

 

Securing Accountability 

To ensure values are at the heart of leadership, with responsibility to the whole AW6 community. 
Leadership Team are accountable to a wide range of groups, particularly students, parents, 
governors and Cognita. They are accountable for ensuring that students enjoy and benefit from a 
high-quality education, for promoting collective responsibility within the whole community and for 
contributing to the education service more widely.  
Actions: 

• To develop an ethos which enables everyone to work collaboratively, share knowledge 
and understanding, celebrate success and accept responsibility for outcomes.  

• To ensure individual staff accountabilities are clearly defined, understood, and agreed 
and are subject to rigorous review and evaluation.  

• To work with the governing body (providing information, objective advice, and support) to 
enable it to meet its responsibilities.  

• To develop and present a coherent, understandable, and accurate account of AW6’s 
performance to a range of audiences including governors, parents and carers.  

• To reflect on personal contribution to AW6’s achievements and take account of feedback 
from others.  

 
Strengthening Community 
 
To commit to engaging with the internal and external AW6 community to secure equity and 
entitlement. Collaborating with other schools in order to share expertise and bring positive 
benefit to their own and other schools at both strategic and operational levels with parents and 
carers and across multiple agencies for the well-being of all children. Sharing responsibility for 
leadership of the wider educational system and be aware that school improvement and 
community development are interdependent.  
Actions: 

• To build a culture and curriculum which takes account of the richness and diversity of 
AW6 community.  

• To create and promote positive strategies for challenging racial and other prejudice and 
dealing with racial harassment.  

• To ensure learning experiences for students are linked into and integrated with the wider 
community.  

• To ensure a range of community-based learning experiences.  

• To collaborate with other agencies in providing for the academic, spiritual, moral, social, 
emotional and cultural well-being of students and their families.  

• To create and maintain an effective partnership with parents and carers to support and 
improve students’ achievement and personal development.  

• To seek opportunities to invite parents and carers, community figures, businesses, or 
other organisations into AW6 to enhance and enrich AW6 and its value to the wider 
community.  

• To contribute to the development of the education system by, for example, sharing 
effective practice, working in partnership with other schools and promoting innovative 
initiatives.  

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

 

 

 

 

 

 

 

 

 



Specific Areas of Responsibility 

 

In addition to Section A, the specific part of the job description includes leading a team of 
teachers and support staff in raising achievement of students in Years 12 & 13 by:  
 
Core Purpose:  

• To work collaboratively with the other Assistant Heads  

• To take the strategic lead in developing and growing the Sixth Form in line with the 
School’s Aims and Ethos Statement  

• To be responsible for creating a five-year Sixth Form Development Plan  

• To oversee the pastoral care welfare of Sixth Form students and to provide leadership 
and support to Sixth Form Tutors  

• To monitor the academic progress of Sixth Form students and to foster in the Sixth Form 
and ethos of high expectations, hard work and independence in learning.  

• To discuss and organise, in consultation with the Senior Leadership Team, an exciting 
and varied programme of appropriate curricular and extracurricular opportunities for the 
Sixth Form and to assist in the planning and introduction of any agreed curriculum 
changes.  

• To ensure appropriate progress for all students in applications to higher education or 
careers beyond Sixth Form.  

• To be proactively involved in marketing the Sixth Form to both internal and external 
students. 

Leading on: 
  
1. Learning and Teaching  
 

• Modelling excellent teaching.  

• Coaching colleagues.  
 
2. School Self Evaluation of:  
 

• Achievement at Sixth Form  

• Quality of Teaching at Sixth Form  

• Behaviour and safety of students at Sixth Form  
 
3. Achievement at AW6 
 

• Ensure effective systems are in place to assess student learning in order to raise levels 
of attainment at Sixth Form.  

• Reporting to parents of Years 12 and 13.  

• Co-ordination of internal exams – Years 12 & 13.  

• Liaison with Senior Leadership Team, Heads of Year and Heads of Dept regarding 
Parent Consultation Evenings and Reports.  

• Formative Assessment procedures Sixth Form - ensure effective systems are in place to 
collate and analyse appropriate student performance data.  

• To lead on use of data to set appropriate targets to improve individual, subject, year, and 
whole school targets for improvement.  

• Analysis of internal examinations results.  

• Analysis of KS5 ALIS & ALPS data.  

• Reporting to school community on performance data.  

• Whole school target setting at Sixth Form.  
 

 

 

 



 

4. Quality and Teaching at AW6 
 

• To improve and develop teaching and learning in order to raise achievement and 
attainment at Sixth Form.  

• To deliver CPD on learning and teaching at KS5.  

• Overview of Sixth Form curriculum – content and delivery.  

• Liaising with subject specific consultants.  

• Keep up to date with new and current learning and teaching initiatives and disseminate 
appropriately in school.  

• To be responsible for ensuring that the AW6 part of the school website is kept up to date,  

• to provide an online learning forum for students.  
 
5. Pastoral Care and Safeguarding at AW6 
 

• Ensure the appropriateness of behaviour and dress of AW6 students. 

• To be responsible for monitoring of attendance and punctuality carrying out interventions  

• Ensure the safety and management of risk of AW6 students.  

• Overview of the effective implementation of procedures relating to students’ well-being at 
KS5.  

• To lead on delivery and implementation of AS Tracking Y12-13 

• In collaboration with DSL: 
o To act as DDSL in charge of Post 16 line managed by the DSL. 
o To promote with staff child protection and safeguarding matters as paramount 
o To ensure all staff are up to date with safeguarding training. 

 
6. AW6 Admissions  
 

• Shared accountability for Sixth Form recruitment and enrolment with appropriate 
Registrar and Marketing & Admissions Manager  

• Oversee the delivery and success of the Sixth form partnerships with: 

o Other Cognita Sixth Forms 

o Local Post 16 providers 

• Shared accountability with Marketing & Admissions manager and Assistant Heads of 
School for Key Stage 4/5 transition.  

• Oversight of the effective implementation of the UCAS process and post 16 transition.  
 
7. Curriculum  
 

• In collaboration with Asst Head (Acad Ex) manage all aspects of the Sixth Form 
curriculum.  

• To lead on the post-16 curriculum, offer; to ensure there are appropriate progression 
routes for students at all levels and the widest curriculum offer possible.  

• Keep abreast of developments locally and nationally as they affect KS5 and disseminate 
information and ideas for curriculum innovation, as appropriate.  

 
8. Transition  
 

• Manage the transition process from KS4 to KS5, including the external events, open 
evenings, assemblies, interviews, marketing of post 16 opportunities, the recruitment 
process and enrolment to ensure that students follow appropriate courses of study and 
enrichment programmes. 

 
 

 

 

 



 

 
 

 
 

Safeguarding Responsibilities 

 

 

 

 

 

 
9. Ethos and culture  
 

• Engender positive attitudes, intervention strategies, parent meetings of students to their 
work and behaviour; ensure that an ethos of motivation and commitment, from both staff 
and students, pervades the Sixth Form.  

• Encourage the development of, and student participation in, extra-curricular, voluntary and 
community activities, enrichment programme, development, delivery, coordination.  

• Develop a programme for the promotion of student voice and the development of 
leadership skills. 

 
10. Financial management  
 

• Oversee student attendance and manage the award of the Student Scholarship scheme.  

• Manage the effective deployment, use and care of budgetary and physical resources.  
 
11. External links  
 

• Establish effective links with business providers and parents to support student learning.  

• Represent the school on appropriate task groups and committees.  
 

 
 

 

 

 

 

 

 

 
 
 
 
 

 
All Staff Expectations 
 

• Work towards and support the school vision and the current school objectives outlined in 
the School Development Plan. 

• Contribute to the school’s programme of extra-curricular activities. 

• Support and contribute to the school’s responsibility for safeguarding students. 

• Work within the school’s health and safety policy to ensure a safe working environment for 
staff, students and visitors. 

• Work within the School’s Diversity Policy to promote equality of opportunity for all students 
and staff, both current and prospective. 

• Maintain high professional standards of attendance, punctuality, appearance, conduct and 
positive, courteous relations with students, parents and colleagues. 

• Engage actively in the performance review process. 

• Adhere to policies as set out in the Cognita Employee Handbook. 
 

 
 

 

 

 

 

 
 
 
 
 

• To comply with safeguarding policies, procedures and code of conduct 

• To demonstrate a personal commitment to safeguarding and student/colleague wellbeing  

• To ensure that any safeguarding concerns or incidents are reported appropriately in line with 
policy 

• To engage in safeguarding training when required 
 

 

 

 

 

 



Person Specification 

 

 

Essential  Desirable  

Qualifications  

• Honours Degree 

• QTS 

Business management qualification 
 
 

Teaching 

• An inspirational teacher with a proven 
track record of excellence in their subject 
area. 

 
 

Experience 

• A strong leader with a clear and strategic 
vision for excellence in the Sixth Form. 

• Previous experience working within a 
Senior Leadership role within a 6th form 
setting. 

• A person who works well with young 
people, is relaxed in their company, and 
has genuine commitment to their 
wellbeing. 

• A sympathetic person, who is patient, 
even tempered and calm when under 
pressure. 

• Excellent communication skills both 
verbally and in writing with the ability to 
relate and pitch at the appropriate levels 
with all stakeholders. 

• Strong commitment to high academic and 
behavioural standards a strong 
understanding of the academic ethos 
necessary to raise achievement at A 
Level/BTEC/CTEC. 

• Interest in, and aptitude for the collection, 
analysis, and communication of statistical 
data and able to make sound effective 
decisions. 

• Comfortable with public speaking and 
presentation and able to market the 
school effectively. 

•  Excellent organizational skills with the 
ability to manage and prioritise workload 

• Able to inspire, motivate and build great 
team relationships with direct reports and 
peers. 
 

 

Whole School  

• Understand Special Educational Needs. 

• Deal effectively with parents. 

• Be willing to participate in the wider extra-
curricular life of the school. 

• Understand the roles of colleagues and 
managers in school. 

 

 
 



 

 
 
Key Stakeholders:  
Internal 

• Principal, ELT and Senior Leadership Team 

• Heads of Department 

• All Teaching Staff 

• Business/Administration Staff 

• Facilities and Site Management Staff 

• Pupils 
 

External  

• Cognita Schools staff 

• Parents 

• Visitors 

• External Contractors 
 

Remuneration 

• Contributory pension scheme 

• School fee discount 

• Professional development 

• Independent School Holidays 

• 175 Teaching Days plus Training Days 
 

Teaching load 

• The teaching/contact time associated with this post is approximately 50% full timetable. 

 

Essential  Desirable  

• Good working knowledge of common IT 
applications, with a clear understanding of 
the potential for IT in enabling innovative 
and effective approaches to learning, 
teaching and school organisation. 
 

 
 
 

Attitude/Approach 

• A sensitivity to the needs of young people. 

• Personal integrity, honesty, energy, 
stamina, enthusiasm. 

• A willingness to give generously of their 
time to support school events and 
activities. 

• Commitment to personal development 
and life long learning. 

 

 
Whilst every effort has been made to explain the main duties and responsibilities of the post, each 
individual task may not be identified. The teaching/contact time associated with this post is 
approximately 50 % full timetable. 

 


