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Dear applicant 

The Matthew Arnold School (part of the Bourne Education Trust ‘BET’) is looking to appoint an enthusiastic, 

passionate and innovative Head of Modern Foreign Languages (MFL) to join our current team from 

September 2023. 

Whatever your route through teaching, we are much more interested in the person and what he or she 

might bring to the department.  

We are looking for an outstanding teacher who will have a real presence across the school, be confident at 

holding colleagues to account and have a track record of success.  You will be a strong collaborator but 

equally adept at taking ownership of tasks and be innovative and inspiring in what you do. 

You will also benefit from a network of support from working within BET, having access to a range of 

expertise within the school, as well as belonging to a cluster of schools within the Trust. 

I hope this application pack will give you an insight into our organisation and I look forward to welcoming 

you when you visit.  

Yours faithfully 
 

 
 
Zelia Munnik 
Headteacher 
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JOB DESCRIPTION 
 

Location:  The Matthew Arnold School, Kingston Road, Staines upon Thames, TW18 1PF 

Reporting to: Assistant Headteacher  

Contract:  Permanent 

Salary:       Range MPS /UPS according to experience (London Fringe) 

Benefits:  Workplace pension through TPS; occupational sick pay; recognition policies for 

exceptional performance; ongoing training, learning and development 

opportunities; HR and well-being support; family friendly policies; network of 

support in HR, finance, ICT and legal; on-site parking 

Purpose:   To provide professional leadership and management in the development of a curriculum area so as to 

secure high quality teaching, effective use of resources and improved standards of learning and 

achievement for all pupils, whilst maintaining staff and pupil well-being. 

 

Duties and responsibilities:  

 

The duties outlined in this job description are in addition to those covered by the latest School Teachers' 

Pay and Conditions Document. It may be modified by the head teacher, with your agreement, to reflect or 

anticipate changes in the job, commensurate with the salary and job title.  

 

Professional values and practice  

 

Teachers should:  

 

▪ Have high expectations of all students; respect their social, cultural, linguistic, religious and ethnic 
backgrounds; and be committed to raising their educational achievement.  
 

▪ Be committed to safeguarding and promoting the welfare of students.  
 

▪ Seek and use opportunities to work collaboratively with colleagues to raise standards by sharing effective 
practice in the school.  
 

▪ Liaise effectively with parents or carers on students’ progress and achievements.  
 

▪ Show a commitment to professional development by identifying areas in which they need to improve their 
professional knowledge, understanding and practice in order to teach more effectively in their current 
post, and, with support, taking steps to address these needs.  
 

▪ Attend staff, departmental and other meetings as required  
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▪ Participate in the arrangements for performance management within the school. 
 

▪ Undertake a due share of duties according to the published rota.  
 

▪ Be aware of the School Health and Safety Policy relating to the work of the department and the School as 
a whole. 
 

 

 

Knowledge and Understanding  

 

Teachers should show a commitment to their professional development by:  

 

▪ Having a secure knowledge and understanding of the subject(s) they are trained to teach. 
 

▪ Identifying areas in which they need to improve their professional knowledge, understanding and practice 
in order to teach more effectively in their current post, and with support, taking steps to address these 
needs. 

 

 
 

Teaching  

 

Teachers should:  

 

▪ Set challenging teaching and learning objectives which are relevant to all students in their classes. They 
base these on their knowledge of the students, evidence of their past and current achievement, the 
expected standards for students of the relevant age range and - the range and content of work relevant to 
students in that age range.  
 

▪ Plan effectively to meet the needs of students in their classes with special educational needs, with or  
without statements and in consultation with the SENCO.  
 

▪ Contribute to the preparation, implementation, monitoring and review of Individual Education Plans or 
the equivalent.  
 

▪ Liaise effectively with parents or carers on students’ progress and achievements.  
 

▪ Work effectively as part of a team and, as appropriate to the post in which they are completing induction, 
liaise with, deploy, and guide the work of other adults who support students’ learning.  
 

▪ Use a variety of teaching methods and styles appropriate to the range of ability of the students being 
taught. 
 

▪ Secure a standard of behaviour that enables students to learn, and act to pre-empt and deal with 
inappropriate behaviour in the context of the behaviour policy of the school.  
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▪ Undertake the teaching of those classes assigned under the school timetable.  
 

▪ Plan and prepare lessons in accordance with the schemes of work of the department.  
 

Monitoring and Assessment  

 

Teachers should: 

 

Make appropriate use of a range of monitoring and assessment strategies to evaluate students' progress 

towards planned learning objectives, and use this information to improve their own planning and teaching. 

 

▪ Mark and assess students' work on a regular basis in accordance with the school's marking and assessment 
policy. 
 

▪ Set and mark homework in accordance with school policy and departmental guidelines.  
 

▪ Record and report on student development, progress and attainment as required.  
 

▪ Carry out any other duties at the direction of the Headteacher. 

 

The board of trustees, local governing committees (LGC) and all leaders across Bourne Education Trust recognise 
and accept their responsibilities to provide a safe and healthy working environment for all employees, students 
and visitors.  We expect all colleagues to take reasonable care of their own health and safety and that of others 
who may be affected by their actions at work.  All BET employees must co-operate with us to access proper 
training and to make sure they understand and follow the Trust’s health and safety policies and procedures, and 
to help everyone meet their legal requirements.  All colleagues must take responsibility for reporting concerns 
relating to health and safety matters through appropriate channels.  
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PERSON SPECIFICATION 
 

 

Competencies 

 

▪ Good honours degree 

▪ Qualified Teacher status 

▪ Systematic and relevant professional development 

▪ Ability to enthuse, inspire and develop staff and student 

▪ Ability to challenge, motivate and empower staff and students  

▪ Proven track record of raising standards  

▪ Ability to manage resources efficiently  

▪ Genuine enjoyment of working with young people  

▪ Understanding of and commitment to inclusion for all  

▪ Ability to establish and develop a stretching curriculum 

▪ Commitment to excellence and the ability to lead by example in terms of teaching and learning  

▪ Knowledge and understanding of recent developments in learning and teaching  

▪ Excellent grasp of new technology and its potential to support learning 

▪ Knowledge of local, national and international developments in the subject area 

▪ Excellent communication, interpersonal and organisational skills  

▪ Commitment to working as a team player  

▪ Commitment to supporting and promoting the extra-curricular life of the school  

▪ Boundless enthusiasm and a positive outlook  

▪ Capacity to work very hard under pressure 

▪ Personal integrity and the drive to do what is best for the students  

▪ Ambition and potential to move on to further promotion 

▪ Sense of humour  

▪ Commitment to ensuring that The Matthew Arnold School is the best school in the country 

 

Responsibilities 

 

The Head of Subject will be expected to:  

▪ Ensure excellent standards of teaching & learning across the subject  

▪ Support colleagues in their professional development  

▪ Deliver departmental INSET  

▪ Monitor student progress and implement strategic intervention as required 

▪ Ensure effective communication links with parents, students and staff  

▪ Create and share resources and promote collaboration and joint planning  

▪ Visit lessons and carry out formal observations  

▪ Maintain a vibrant and inspiring learning environment  

▪ Develop the curriculum, schemes of work and assessment across all Key stages  

▪ Contribute to the department’s development plan and self-evaluation summary 

▪ Ensure the department continues to develop and that everyone buys into that development 

▪ Execute policy and practice as directed and to the standard set by the Leadership Team  
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Application Process 
 

Thank you for your interest in this role. We look forward to receiving your application. The closing date for 

applications is midday on Monday 24th April 2023.  

To apply for this position, you must complete a Bourne Education Trust application form and email it to 

hallm@matthew-arnold.surrey.sch.uk. (CVs without a fully completed application form will not be 

considered). It is also important that you include a telephone number for both daytime and evening so that 

we can contact you by telephone if necessary.  

If you have any further questions or would like to arrange an informal appointment to discuss the 

role with Zelia Munnik, Headteacher, please contact Makella Hall, Head's PA on hallm@matthew-

arnold.surrey.sch.uk  

 

Bourne Education Trust is committed to safeguarding and promoting the welfare of children and expects all 

staff and volunteers to share this commitment. The appointment will be made subject to an Enhanced 

Disclosure and Barring Service approval (DBS) as part of our rigorous approach to safeguarding our children.  

 

The Matthew Arnold School may hold interviews as and when applications are received, and this job may be 

withdrawn at any point without notice.  With this in mind, you are encouraged to apply as early as possible. 

mailto:hallm@matthew-arnold.surrey.sch.uk
mailto:hallm@matthew-arnold.surrey.sch.uk
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