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St Helen’s School    Assistant Head – Sixth Form 

ASSISTANT HEAD – SIXTH FORM 

FOR SEPTEMBER 2020 

Thank you for showing an interest in this post. We hope that the following information about 

St Helen’s and description of the responsibilities of the post will help you to decide that this is 

an application which you wish to pursue. We look forward to hearing from you. 

 
 

 

 

THE SCHOOL 
St Helen’s is an academically selective independent girls’ day school of more than 1100 students 

aged 3-18, set in over 20 acres of beautiful green space in Northwood, Middlesex.  

It draws pupils from a wide area of north-west London, Buckinghamshire and Hertfordshire with 

easy access by Underground from central London.  

We aim to ensure that every pupil: 

● is excited by learning and the opportunity to excel 

● is intellectually curious and thinks independently 

● is confident and able to lead as well as be a team member 

● has integrity, celebrates diversity and respects others 

● uses her talents, energy and enthusiasm for the benefit of the community 

● has skills which enable her to become a leader of her community and profession 

Our students achieve high academic standards and we encourage them to develop lifelong skills 

in a diverse range of areas, both within and outside the curriculum, and to pursue their individual 

ambitions. The School is proud of its tradition of providing a balanced and forward-looking 

education through which its pupils can become confident, independent learners and leaders in 

their fields, their professions and their communities. Attention to the individual child is at the 

heart of everything we do and shapes the pastoral care, teaching and learning and the co-

curricular opportunities on offer at St Helen’s. 
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THE SENIOR SCHOOL 
St Helen’s Senior School caters for approximately 670 pupils from Year 7 to Year 13, including 

around 160 in the Sixth Form. We accept approximately 100 pupils into Year 7 each year, drawn 

from both our own Prep School and from a wide range of maintained primary and independent 

preparatory schools in roughly equal proportions. 

 

The broad and balanced education which we provide caters for ‘the whole child’ in terms of 

academic excellence and personal growth. Each pupil is encouraged to be a self-motivated and 

independent learner with the confidence to express her opinions, the ambition to aim high and 

the curiosity to develop broader interests both within and outside the classroom. 

 

In Year 7 pupils engage with a broad and challenging programme of study: Mathematics, English, a 

bespoke skills-based Science course which prepares them for study of the three separate science 

subjects from Year 8, Computer Science, History, Geography, Drama, Art, Music, Design & 

Technology, Latin, Religious Studies, Physical Education, PHSCE and a choice of two modern 

foreign languages: French, German, Spanish or Mandarin. 

 

Pupils take a mixture of GCSE and IGCSE examinations in Year 11 and typically take 10 GCSEs. 

Classical Civilisation, Classical Greek, Italian and Japanese are offered as new courses in Year 10, 

which lead to the GCSE qualification. 

 

From September 2018 we redesigned our Sixth Form curriculum to enable students to tailor 

their experience to suit their strengths and needs. Depending upon the pathway they choose, 

students have the flexibility to study either three or four subjects to A level; some will take an 

AS qualification over two years; most will take the Extended Project Qualification; all participate 

in our unique St Helen’s Programme, which includes a fortnightly lecture, University Preparation 

sessions, PE and a Personal Impact Programme.   
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THE POST 
St Helen’s is looking to appoint a strategic leader who will contribute to whole school leadership and 

management and who has specific responsibility to lead, inspire, motivate and support pupils in the Sixth 

Form.  The post holder will also have the responsibility of ensuring that all pupils are making sustained 

progress and achieve their academic and personal aspirations, and that the Sixth Form is a first choice 

option for existing pupils.  

 

KEY RESPONSIBILITIES 

• Contribute to the leadership of the School as part of the Senior Leadership Team 

• Contribute to the strategic development planning process of the whole School 

• Contribute to the School’s operational plans as a member of the School’s Senior 

Leadership Team 

• Contribute to the general management and day-to-day running of the School 

• Support whole-school events, including after-school, evening and weekend commitments 

• Provide leadership and support to teaching and non-teaching staff 

• Make an active contribution to the marketing of the School and the recruitment and 

retention of pupils and staff 

• Support the Headmistress in ensuring legal, statutory and ISI compliance across the School 

and work with SLT to prepare for inspections 

• Assist in complaints, grievance and disciplinary procedures (staff, pupils and parents) as 

required  
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LEADERSHIP AND MANAGEMENT OF OTHERS 

• 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 

and the 6th Form in particular 

• Support the Head in the recruitment, deployment, motivation, professional development 

and performance review 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 

• Take responsibility for the day-to-day line management of designated staff and subjects as 

assigned by the Head 

• Model consistently outstanding teaching and learning, feedback, assessment, relationships 

with pupils, outcomes for pupils in all classes taught, especially 6th Form classes 

• Support the Head in developing positive working relationships with and between all staff, 

maintaining confidentiality as appropriate 

• Line manage the Futures department and whole school provision of outstanding careers 

and higher education guidance 

SIXTH FORM STRATEGY 

• Provide strategic direction, monitoring and evaluation for all aspects of St Helen’s Sixth 

Form provision leading on implementation of change where necessary 

• Develop, implement and review, in conjunction with the Executive Committee and 

Governors, an innovative, effective and achievable improvement plan for the Sixth Form 

• Ensure that the School is aware of, and able to lead on, curricular and pastoral issues that 

affect Sixth Form students and staff 

• Working with marketing and admissions departments, ensure effective marketing and 

recruitment to the Sixth Form 

• Lead and review curriculum mapping work throughout School to ensure that all Sixth 

Formers acquire the knowledge, skills and learning habits required to meet their potential 

and be successful in their lives beyond School  

MONITOR THE ACADEMIC PROGRESS OF SIXTH FORM STUDENTS 

• Analyse student progress at key data points, and act upon this in a timely and effective 

manner with key groups of students 

• Analyse teaching and learning data to identify key areas of strengths and areas of 

development in Sixth Form teaching and learning, and act upon this in a timely and effective 

manner with key groups of teachers 

• Oversee and contribute to student interventions, monitoring and review 

• Ensure that data analysis is carried out at key data points by subject leads and share this 

with 6th Form tutors 

• Work with Senior Leadership Team, Heads of Department and subject teachers to quality 

assure the quality of teaching and learning in the Sixth Form and raise standards to ensure 

highest standards of academic progress 

• Use and review performance data to set challenging targets for pupils 
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• Ensure every 6th Form pupil achieves their own best academic standards 

ENSURE OUTSTANDING PASTORAL CARE, PERSONAL 

DEVELOPMENT AND PREPARATION FOR LIFE BEYOND SCHOOL FOR 

ALL SIXTH FORM STUDENTS 

• Support Sixth Form and Uniprep tutors in their role and in the delivery of the PSHCE, 

Futures and tutor programme 

• Manage the provision of opportunities for developing student leadership and resilience 

• Oversee, and respond to, Sixth Form contribution to an effective student voice 

• Ensure that all records of intervention and support are recorded in CPOMS and/or 

appropriate shared areas and appropriate follow-up action is taken 

• Share best practice and model outstanding pastoral care 

• Support Sixth Form students at events and in their co-curricular activities 

• Working closely with the Head of Futures, oversee and provide leadership for the Futures 

programme across the School and ensure that all students receive outstanding guidance 

with their applications to higher education and support throughout the process leading up 

to and including Results Day 

• Ensure that 6th Form students leave school fully prepared to embrace the challenges and 

pleasures that will face them in their life beyond St Helen’s 

• Contribute to the writing of references for students 

• Oversee the management of Results Days, including ensuring that students are supported 

through adjustment, clearing or reapplication as appropriate 

 

TRAINING AND DEVELOPMENT OF SELF AND OTHERS 

• Develop and maintain a culture of high expectations for self and others 

• Regularly review own practice, set personal targets and take responsibility for own 

development 

• Encourage all staff to be similarly active in their personal and continuous professional 

development 

• Lead groups of staff in developmental activities, and evaluate outcomes 

GENERAL REQUIREMENTS 

• Work towards and support the school vision and the current school objectives outlined in 

the School Strategic Plan 

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

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

• Work within the School’s health and safety policy to ensure a safe working environment 

for staff, pupils and visitors 

• Promote equality of opportunity for all students and staff 
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• Help sustain a school culture and curriculum which promotes an ethical education for all 

including promoting positive strategies for challenging discrimination of any kind 

• Maintain high professional standards of attendance, punctuality, appearance, conduct and 

positive, courteous relations with pupils, parents and colleagues 

• Engage actively in the performance review process 

• Undertake other reasonable duties related to the job purpose required from time to time 

• Be an outstanding practitioner and role model for teaching and learning, displaying a deep 

understanding of how young people learn 

• Teach an appropriate allocation of lessons (15 teaching periods per fortnight) 
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PERSON SPECIFICATION 

 

 

 

Essential 

 

 

Desirable 

 

Assessment 

Method 

Physical 

attributes 

 

Good health 

 

  

Medical screening 

Skills Excellent interpersonal 

skills and the ability to 

communicate effectively 

with all stakeholders 

Able to lead, empathise 

and motivate Sixth Form 

pupils 

Able to think 

strategically  

Able to identify best 

practice  

Able to identify/analyse 

strengths, weaknesses, 

threats and 

opportunities 

Data analysis 

Aptitude for problem 

solving 

Good presentation skills 

Well organised with the 

ability to prioritise 

effectively 

Excellent teacher who 

can teach up to A level 

 

 

 

 

timetabling 

 
 

Interview 
 

Presentation 
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Education Strong academic record 

including degree  

Qualified Teacher Status 

 
 

Application form 

 

Knowledge 
Sixth Form best practice 

and the current 

educational debate 

A thorough knowledge 

and understanding of the 

independent school 

marketplace  

Well-organised and able to 

balance responsibilities 

Computer literate with a 

good knowledge of school 

databases 

 

 

 

 

 

 

 

iSAMS  

 

Presentation 

Interview  

 

Experience 
 
 
 
 
 
 
 
 
 

A minimum 3 years in a 

middle or senior school 

management position  

 

Pastoral experience  

 

Team management 

 

Contributing to the wider 

life of the school 

community 

 

A proven track record 

of leading and developing 

a successful Sixth Form  

Senior pastoral 

experience 

 

Change management 

 

Experience/interest in 

working in an all-through 

school environment 

 

Application Form 
 
Interview 
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Personal 
Qualities 

Team player 

Drive  

Passionate about creative 

learning and ambitious for 

the girls 

Tenacious 

Able to influence 

Presence and impact 

Commitment to his/her 

professional development 

Organised and a self-

starter 

Creative thinker 
 

Ambitious 
Interview 
 
Presentation 

 

BENEFITS OF WORKING AT ST HELEN’S INCLUDE 
• Competitive salary scale with the opportunity for pay progression 

• Membership of the Teachers’ Pensions Scheme 

• Access to the School’s swimming pool and fitness suite 

• On-site parking and excellent public transport links 

• Free lunch and refreshments 

• Generous sick pay and maternity pay 

• A beautiful working environment – the School is set in a conservation site in 

excess of 20 acres 

• A supportive community of highly motivated students and staff 

•  

THE APPLICATION PROCESS  
Applications for this post close at 8.00 am on Friday 6th March.  

 

Applicants should complete an application form through the TES portal.  

THE SELECTION PROCESS 
Shortlisted candidates will be invited to spend the day with us and will be asked to teach a 

one-hour lesson to a class in Senior School. Details of the lesson will be sent out in advance. 

The lesson will be observed by appropriate members of the School’s Leadership Team. 
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Candidates will be interviewed and the interview panel will include the Headmistress and 

other members of the School’s Leadership Team.  Candidates may also be asked to complete 

a test and/or presentation.  Candidates will also have the opportunity to tour the School and 

see the Sixth form facilities. 

Successful candidates will be invited back for a second interview.  

 

The post is subject to various recruitment checks which will include: 

 

1. Enhanced DBS clearance 

2. A minimum of two references obtained prior to the selection day 

3. Proof of right to work in the UK 

 
If you have any queries about this position please contact the School at recruitment@sthelens.london 

 

mailto:recruitment@sthelens.london

