
 
Head of English 
Required from September 2018 

 

The school 

St Paul’s Girls’ School is one of the country’s leading independent secondary day schools for girls aged 11-

18 and is a lively academic community with excellent facilities for all subjects. There are approximately 

740 pupils with a thriving sixth form. Entry to the school is by competitive exam held in January and there 

is heavy demand for each place. Public exam results are consistently outstanding and about half of all 

students every year move on to Oxford and Cambridge. Increasing numbers also go on to higher 

education at Ivy League colleges in the United States. Aspirations and achievements in many areas go well 

beyond what one would normally expect from a school, making St Paul’s a very exciting and stimulating 

place in which to work.  

 

Full details of the school, including our curriculum and public exam results, are available on our website at 

http://www.spgs.org 

The English department 

The department is a lively and successful one, consisting of four full-time and four part-time members of 

staff. We teach English in a suite of adjacent rooms in the Celia Johnson Building. Pupils buy their own 

books but we have a departmental library including plays for occasional use and single copies of many 

novels and poetry collections as well as a variety of reference books for staff use. The student portal also 

contains an extensive range of teaching materials, including film and audio resources.  The syllabus in the 

first three years introduces pupils to a wide range of literature: Shakespeare and pre-20th century poetry 

are included from the first year and 19th century prose no later than the second. There are regular 

library lessons to encourage independent reading and specific lessons dedicated to spelling, punctuation 

and grammar. 

 

We enter all students for CIE IGCSE in both English (0990) and English literature (0486; 0992 for first 

examination in 2020). Senior students study the Cambridge Pre-U English literature syllabus, an exciting 

alternative to A level which allows greater flexibility and independence for students and teachers and 

challenges our able students. Many students go on to study English at university, a number each year at 

Oxford or Cambridge. Examination results are consistently excellent and are available on the school 

website. 

Beyond the curriculum 

Students at St Paul’s have a rich literary and intellectual life which extends well beyond the curriculum. 

Many of our students, across the age groups, are active writers in a range of forms. A co-curricular 

creative writing group meets once a week. Every year a group of girls spends a week on a residential 

Arvon foundation course and students edit and publish a poetry magazine, Words. We also have a 



‘residency’ for an active writer, currently the poet Frances Leviston. The development of creative written 

expression lies at the heart of our approach to the teaching of English at all levels. There are frequent 

opportunities for the students to enter prestigious national competitions for critical and creative writing, 

which they do with singular results. We also offer an after-school literary discussion group with senior 

boys from St Paul’s School and a literary society which meets weekly.  

 

Students have regular opportunities to hear eminent speakers from the academic world – In the next few 

months the department will host the poets Hannah Lowe and Luke Kennard. We encourage students to 

extend their reading well beyond the set specifications and to prepare their own extended research 

project in the summer holidays between years 12 and 13 in the form of entries for the Senior Scholarship 

essay competition.  

 

The post 

The post becomes available in September 2018 and provides the opportunity to lead a convivial and 

thriving department.  The successful candidate will be expected to teach English from years 7-13 

(including Oxbridge entrance).  S/he will oversee the setting and marking of the English component of the 

11+ Entrance Examination and entrance papers for other year groups, the administration of the Pre-U 

Personal Investigation, the departmental budget and the ordering of resources.  Other essential aspects of 

the job include participation in the appointment of new members of the department, the induction of new 

staff, especially NQTs, and giving advice to students on university applications.  All members of staff are 

expected to play a part in the pastoral organisation of the school. 

We are looking for applicants 

 Who combine an intellectually rigorous and scholarly approach to the subject with an obvious 

enthusiasm for it 

 Whose interests include current developments in literature and criticism 

 Who have the ability to convey their enthusiasm to pupils of all ages in the school 

 Who would enjoy leading and co-ordinating the work of a lively, interesting department with 

extensive extra-curricular commitments 

 Who are efficient administrators but who put people before paper 

 

Candidates should be well qualified graduates of English; a teaching qualification is desirable, though not 

essential.  Some experience of responsibility within a department would also be an advantage. 

 

The school places great importance on the pastoral care of its pupils and each girl has a personal tutor 

with whom she meets on a daily basis.  You may be expected to become a tutor and to keep an 

interested, but unobtrusive, eye on the progress and well-being of your tutees and work closely with 

other tutors, the heads of year and the Director of Pastoral Care to create a supportive and encouraging 

environment in which our girls are able to flourish. 

 

In addition the successful candidate will be expected to play a full part in the varied co-curricular life of 

the school and to share in the running and organisation of co-curricular activities, many of which take 

place outside of the normal school hours and sometimes during the holidays. The role holder will be 

expected to accompany and eventually lead at least one residential trip a year. 

 

 

 

 

 

 



Terms and conditions of the post  

Salary is according to qualifications and relevant experience and will be based on St Paul’s Girls’ School’s 

generous salary scale (current year’s attached).  Successful candidates for posts here are required to 

complete a medical declaration and undergo the normal DBS checks.  

 

Application and interview procedures  

Please submit applications using the on-line form provided.  You should include a full supporting statement 

outlining why you are applying for this role and upload an up-to-date CV.  The form will, in addition, 

require you to give details of your qualifications and experience and the names, addresses, telephone 

numbers and e-mail addresses of two professional referees, one of whom should be the head of your 

present or most recent school or college.  

 

Applications should submitted by Wednesday 1November 2017, noon. 

 

We will invite shortlisted candidates for interview at St Paul’s during the week commencing 6 November 

2017.  As part of the selection process they will be expected to teach a lesson of 35 minutes, for which a 

full prior briefing will be given.  

 

We will automatically acknowledge all applications and if you do not receive an acknowledgement it is 

advised that you e-mail or telephone to confirm that your application has been received. Candidates who 

have not heard further from us within two weeks of the closing date should assume that the post has 

been filled.  

 

Disclosure and Barring Service (DBS) and overseas police checks 

St Paul’s is a “registered body” under the Police Act 1997 because employment here involves access to 

children under the age of 18. This post will require an enhanced DBS check from the Disclosure and 

Barring Service (formerly Criminal Records Bureau) before we can confirm an offer of employment. 

Unless you are a member of the DBS Update Service you will need to apply for a new disclosure, even if 

you already hold one. Former members of staff who are not on the Update Service who re-join us also 

require fresh disclosures unless less than three months have passed between their leaving and their re-

employment date.  If you have lived or worked abroad you will also need to provide appropriate 

paperwork, such as a police certificate of good conduct, from the countries you have lived in.  

 

Safeguarding guidelines 

The post-holder’s responsibility for promoting and safeguarding the welfare of children and young persons 

for whom s/he is responsible, or with whom s/he comes into contact, will be to adhere to and ensure 

compliance with our child protection policy statement at all times. If, in the course of carrying out the 

duties of the post, the post-holder becomes aware of any actual or potential risks to the safety or welfare 

of children at St Paul’s, s/he must report any concerns to our safeguarding designated person or to the 

High Mistress. 

 

Closing date: Wednesday 1 November 2017, noon. 

Interviews:    week commencing 6 November 2017. 

 

Contact details: 

Ms Tobi Ojuri 

Human Resources Department 

St Paul’s Girls’ School 

Brook Green 

London W6 7BS 

 

Tel: 020 7605 1117 

hr@spgs.org 

www.spgs.org 

  



 

Appendix A 

 

Teacher at St Paul’s Girls’ School 

Job description 

 

Teaching at St Paul’s is a uniquely stimulating and rewarding experience because we are committed to 

creating an exciting and dynamic environment for learning. All teachers are encouraged to participate fully 

both in the life of their academic department and the wider life of the school, as well as to pursue their 

own professional development. 

 

Teaching and learning 

 Planning and preparing lessons in accordance with departmental and school policy 

 Teaching such students and groups/sets as are assigned 

 Setting and marking work as required 

 Promoting the progress and academic development of students, differentiating for ability where 

appropriate 

 Recording and assessing progress 

 Producing subject reports 

 Preparing students for public examinations according to the specifications 

 Contributing to the work of the department including the development of 

resources as well as displays, assemblies, trips, societies, speakers. 

 

Other responsibilities 

 Ensuring the safeguarding of all students in the care of the school 

 Responsible to the head of year, acting as a form tutor 

 Upholding the school’s code of conduct 

 Maintaining good order and discipline amongst students and actively implementing the school’s 

policies on rewards and sanctions 

 Supporting students as appropriate at major school events and in other activities, e.g. plays, concerts, 

matches etc 

 Attending formal parents’ evenings and communicating with parents at other times as necessary 

 Attending morning assembly 

 Attending staff meetings, departmental meetings and briefings 

 Undertaking supervisory duties as required 

 Playing a full role in the wider life of the school, contributing actively to the co-curricular programme 

 

Professional development 

 Participating in the school’s PDR process for teachers 

 Attending appropriate INSET and training, making such reports as necessary 

 

 

 

 

 

 

 

 

 



Appendix B 

 

Head of Department at St Paul’s Girls’ School 

Job description 

 

Heads of department are expected to fulfil the expectation of a teacher at St Paul’s.  In addition, they are 

responsible to the director of studies for the overall leadership of their department, with specific duties as 

follows: 

 

Curriculum  

 Producing an annual departmental development plan in line with the school’s objectives 

 Devising, producing and updating schemes of work  

 Promoting and monitoring the progress and development of all students  

 Ensuring that public examination specifications are appropriate and followed diligently 

 Co-ordinating the setting and marking of internal examinations, course work and entrance 

examinations, if appropriate  

 Providing information about the subject and department for current and prospective parents   

 Providing informed subject-based guidance as part of the Higher Education transfer process  

 Keeping abreast of developments in the subject 

 Maintaining, developing and leading a rich programme of subject based extra–curricular opportunities, 

ensuring that these are supported by appropriate administration  

 Contributing to wider school processes such as 16+ admissions and the Senior Scholarship 

competition 

 

Staff management 

 Ensuring that all members of the department understand their academic responsibilities and carry 

them out effectively  

 Ensuring high standards are maintained through reciprocal teaching observation   

 Ensure that good practice and resources are shared regularly within their subject area through 

weekly departmental meetings, peer observations, schemes of work and the portal 

 Ensuring the quality of subject report writing 

 Promoting the professional development of colleagues through the PDR process  

 Delegating appropriately within the department  

 Managing the induction of new colleagues according to prevailing policy  

 Holding weekly departmental meetings and providing agendas to the director of studies 

 

Administration & other duties 

 Negotiating and managing the department budget 

 Liaising with the Librarian to maintain and refresh library stock  

 Ensuring that notice boards have up to date displays of work and maintaining  high standards of 

housekeeping in departmental areas  

 Advising the director of studies on the deployment of teaching staff  
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Teacher pay scale for academic year 2017/18 
 

£31,651 £32,284 £32,768 

£33,737 £34,412 £34,928 

£35,808 £36,524 £37,072 

£38,113 £38,875 £39,458 

£40,356 £41,163 £41,780 

£43,560 £44,431 £45,097 

£46,442 £47,371 £48,082 

£50,926 £51,945 £52,724 

£51,886 £52,924 £53,718 

£53,488 £54,558 £55,376 

£54,449 £55,538 £56,371 

£55,731 £56,846 £57,699 

£56,500 £57,630 £58,494 

£57,204 £58,348 £59,223 

£57,972 £59,131 £60,018 

£58,805 £59,981 £60,881 

£59,410 £60,598 £61,507 

  
£ 165 

 
£168 

 
£171 

   

 



 


