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Role 
 

Assistant Head: Enrichment     

Job Purpose 
 
 

To play a key role in the leadership and management of the school 
with particular reference to the co-curricular, enrichment, scholarship 
and partnership programmes, as determined by the Head. 

Accountable to: 
 

The Head  

Responsible for:  LRC Coordinator 
 Head of Sport 
 Head of Performing Arts 
 Head of Art and Design 
 Assistant EVC 

Accountabilities 
 

1. Policy/Strategic direction and development  
 

 Assist the Head in translating the vision for the co-curriculum, 
opportunities for extension, partnership and enrichment into 
agreed objectives and operational and business plans, in line with 
GDST planning cycles, and take lead responsibility for the 
following aspects of the School Development Plan:  

 co-curricular activities within the school and beyond, including the 
development of a Middle School (years 5-8) approach to 
enrichment, activities, clubs and visits 

 the School’s programme of educational visits (acting as the 
school’s EVC) 

 enrichment and extension projects including Kaleidoscope, Year 
11 Enrichment, Study Skills and Digital Literacy 

 leadership opportunities for students in different areas of 
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 activities  
 the School calendar  
 the development of community links, charity and partnership work 

across both Prep and Senior School 
 the Learning Resources Centre 
 provision for the arts and sport, including a programme of 

concerts, plays, performances, displays and showcases across 
both Prep and Senior School 

 more able, gifted and talented provision, including awarding of 
scholarships at 11+, 13+ and 16+ and provision for scholars in the 
Senior School, Scholars’ Reports and monitoring of Scholars’ 
achievements, entries into prizes, awards and activities which 
extend, challenge and motivate students beyond the curriculum 

 oversight of school events and visiting speakers 
 

Take lead responsibility for policy development and implementation in 
the areas listed above, as part of the Senior School Leadership Team. 
Keep policies under review and make recommendations for change to 
ensure that they continue to meet the school’s developing needs. 

  

 2. Teaching and Learning 
 
Lead the development and delivery of enrichment, so that girls are 
exposed to a wide range of extra opportunities which stretch, 
challenge, extend and motivate them 
 
a. Carry out an annual analysis of co-curricular provision and monitor 

girls’ participation in co-curricular activities 
 
b. Develop and lead the Kaleidoscope Programme, Year 11 

Enrichment, Study Skills and Digital Literacy 
 
c. Work alongside the Heads of Department/Subject Coordinators to 

ensure that co-curricular provision is encouraged and developed 
across all subject areas 

 
d. Work alongside the Heads of Department/Subject Coordinators to 

ensure that residential trips and visits, day excursions and 
educational trips, workshops and residencies are comprehensive, 
well-planned and compliant 

 
e. Lead on programmes of cohort intervention, as required by the 

Head or Deputy Head: Academic (e.g. Study Skills or Self-Esteem 
groups) 

 
Be a powerful advocate for stretch and challenge, ensuring 
excellent provision for scholars, more able, gifted and talented 
students  

a. Review schemes of work and planning within the Prep and Senior 
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School to: 
 

 ensure the curriculum and teaching is meeting the needs of more 
able students  

 ensure learning content is progressive and challenging (‘not too 
easy, not too boring’)  

 advise and support teachers in including stretch and challenge 
within their teaching 

 
b. Audit and monitor opportunities for MA,G and T students and 

Academic Scholars, maintaining an up-to-date list of MA, G and T 
students and sharing this with teaching staff 

 
c. Provide a professional model for others, clearly demonstrating 

effective teaching, classroom organisation and display high 
standards of achievement, behaviour and discipline; demonstrate 
personal commitment to quality and excellence, and resolution in 
achieving them. 
 

d. Undertake an appropriate programme of teaching in accordance 
with the duties of a standard scale teacher as outlined in the 
general job description (no fewer than sixteen periods per week). 
 

e. Support the Head in the monitoring of the quality of teaching and 
pupil achievement including lesson observation and the 
evaluation of performance data. 
 

f. Support the Head in the management and organisation of 
relevant groups of pupils to ensure effective teaching and 
learning takes place and that their personal development needs 
are met. 
 

Support and develop the provision for the arts, cultural education and 
sport so that girls are developing a wide-ranging appreciation of 
culture, teamwork and their talents 
 

a. Manage the Head of Sport (from September 2020), Head of Art 
and Design and Director of Performing Arts, uniting them in 
developing a range of inclusive opportunities for girls, both in 
lessons (Drama, Music, Art, DT, PE) and beyond, throughout the 3-
18 age range. 
 

b. Create a clear strategy for promotion of participation in activities 
beyond the classroom, including a carefully crafted calendar and 
plan for concerts, showcases, displays, sporting competitions, 
plays and performances.  
 

Work with the Head of Houses to develop and manage a 
comprehensive range of House Activities and Competitions, ensuring 
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cross-year and cross-phase interaction 
 

a. Ensure that the House System is integrated across the 3-18 age 
range and is structured to encourage leadership opportunities, 
student participation and cross-year bonds. 

b. Monitor student participation in House events 
 

 3. Leadership and Management of Others 
 
Be a communicative leader who inspires staff to unite behind a clear 
vision for the co-curricular progress of the school  
 
a. Lead by example, providing inspiration and motivation, and embody 

for the pupils, staff, governors, parents and wider community the 
vision, purpose and leadership of the school. 
 

b. Support the Head in the recruitment, deployment, motivation, 
development and appraisal of staff to make the most effective use of 
their skills, expertise and experience and to ensure that all staff have 
a clear understanding of their roles and responsibilities. 
 

c. Take responsibility for the day-to-day line management of 
designated staff (as listed above) 
 

d. Support the Head in developing positive working relationships with 
and between all staff, maintaining confidentiality as appropriate. 
 

e. Contribute to the leadership of the Senior school as part of the 
Senior School Leadership Team 

 4. Monitoring, Evaluation and Assessment 
 
Develop a clear system for monitoring both staff and student 
participation in the wider life of the school 
 

a. Use Evolve to monitor and record participation in Clubs, 
Competitions, Groups, Societies and Activities 

 
b. Create the Senior School Co-Curricular Schedule on a termly 

basis and work alongside the Head of Prep’s PA to ensure that 
the Co-Curricular timetable for Prep is in place, including activities 
for the Middle School Co-Curricular and Enrichment Programmes 
 

c. Create the Schedules for Kaleidoscope (with assistance from the 
Assistant EVC) 
 

d. Monitor and lead on management of Educational Visits, as EVC 
for the school, using the Evolve system (with assistance from the 
Assistant EVC)  
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e. Ensure checking of Visiting Speakers and maintenance of the 

Visiting Speakers’ log 
 

f. Manage the provision for school events, taking ownership of the 
Events Planning process 

 
g. Review and sense-check reports as required by the Head to get a 

clear and informed sense of how the curriculum is 
delivered/assessed and the girls’ progress reported to parents  
 

h. Ensure the maintenance of accurate and up-to-date 
management information concerning specific areas of 
responsibility in order to inform the review and evaluation 
process. 
 

i. Identify and take appropriate action on issues arising from 
evaluation, setting deadlines where necessary and reviewing 
progress on the action taken. 
 

 5. Communications, marketing & external links 
 
Take an active role in marketing the school, through leadership of 
partnerships and charity work 
 
a. Support the Head in ensuring that: 

 
i. parents are kept well informed about co-curricular and 

enrichment opportunities 
ii. school policies and procedures are regularly communicated to 

staff and students so that they are clear about their 
responsibilities 

iii. links with parents, other schools, educational institutions and 
the wider community, including business and industry, are 
developed in order to enhance teaching and learning and 
pupils’ personal development 

iv. the school’s marketing strategies are implemented throughout 
the school 
 

b. Lead on partnerships with our local Primary School, local businesses 
and local charities 

c. Lead on Charities Week and Charity Fundraising, including non-
uniform days, fundraising events and Dalma Frost 

 

 6. Management of Resources 
 
a. Work with the Head in establishing priorities for expenditure and 

monitoring the effectiveness of spending and use of resources with a 
view to achieving value for money. 
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b. Take responsibility for the management of specific budgets as 

follows, to ensure effective and efficient use of resources: 
 Gifted and Talented Budget 
 Partnerships 
 Enrichment 

 

 7. Training and Development of Self and Others 
 
a. Develop and maintain a culture of high expectations for self and 

others. 
 

b. Regularly review own practice, set personal targets and take 
responsibility for own development.  
 

c. Encourage all staff to be similarly active in their personal and 
continuous professional development. 

  
d. Lead groups of staff in developmental activities, and evaluate 

outcomes.  
 

 8. Supporting the work of the GDST 
 
a. Develop strong, positive relationships with GDST colleagues, 

contribute to collaborative work across GDST Schools and support 
other staff in participating in GDST work, in order to develop and 
share best practice. 

b. Lead on GDST-Wide school events 
 

General 
requirements 

All school staff are expected to: 
 
a. Work towards and support the school vision and the current school 

objectives outlined in the School Development Plan. 
b. Contribute to the school’s programme of extra-curricular activities. 
c. Support and contribute to the school’s responsibility for safeguarding 

students. 
d. Work within the school’s health and safety policy to ensure a safe 

working environment for staff, students and visitors 
e. Work within the GDST’s Diversity Policy to promote equality of 

opportunity for all students and staff, both current and prospective. 
f. Maintain high professional standards of attendance, punctuality, 

appearance, conduct and positive, courteous relations with students, 
parents and colleagues. 

g. Engage actively in the performance review process. 
h. Adhere to policies as set out in the GDST Council Regulations, GDST 

HUB and GDST circulars. 
i. Undertake other reasonable duties related to the job purpose 

required from time to time. 

Review and This job description should be seen as enabling rather than restrictive 



The Girls’ Day School Trust   

 

Amendment and will be subject to regular review. 

 
 
Person Specification 

 
Skills Required 

Excellent interpersonal skills including the ability to relate well to people on 
all levels, to resolve conflicts in a sensitive manner, to encourage and 
motivate. 

Essential 

Ability to work effectively as a member of a leadership team, to show 
initiative and imagination, to have vision and the ability to inspire others. 

Essential 

First class organisational and administrative skills, with the ability to remain 
calm under pressure and work to tight deadlines, managing competing 
priorities. 

Essential 

Strong analytical and problem solving skills, combined with a proactive and 
positive approach to change management. 

Essential 

Effective and energetic in instigating and implementing change. Essential 

Able to see through complex strategies from concept to conclusion. Essential 

Able to maintain a high work rate and to juggle a range of tasks and issues 
at the same time. 

Essential 

High level of classroom teaching skills Essential 

Excellent written and spoken English Essential 

Sufficient numeracy to interpret statistical data, and manage budgets Essential 

 
Knowledge Base 

An awareness of recent important national educational developments. Essential 

A clear understanding of recent developments in teaching and learning. Essential 

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

Essential  

 
Qualifications/Attainment 

A well qualified graduate with QTS or the equivalent gained 
through experience. 

Level Essential 

 
Experience 

Successful teaching experience with a track record of consistently enabling 
pupils to achieve high standards. 

Essential 
(Desirable 
across Prep 
and Senior 
age range) 

Substantial and successful experience of curriculum leadership and 
management, likely to have been gained as Head of Department, Head of 
Year, Key Stage Co-ordinator or an equivalent senior role. 

Essential 

Some experience of strategic planning or of curriculum evaluation. Desirable 

Some experience of pastoral care and pupil management, for example, as 
Form Tutor or Head of Year 

Desirable 
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Attitude/approach 

A sensitivity to the needs of young people  Essential 

Personal integrity, honesty, energy, stamina, enthusiasm Essential 

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

Essential 

Commitment to personal development and life long learning Essential 

 
 


