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Position Description 
                      
 

 
CANTERBURY COLLEGE INFORMATION: 
 
Canterbury College is an Independent Christian School, affiliated with the Anglican Church, catering 
for students from Kindergarten to Year 12. It is located in Waterford, south of Brisbane, in 
Queensland, Australia. The College includes in its Vision Statement the desire to inspire people to 
achieve personal, social and educational goals in an environment that nurtures and promotes self-
awareness and growth based on strong Christian values. 
 
The school’s motto is “Fortior Quo Paratior” – “The better prepared the stronger”. 
 
Students come from a diverse range of backgrounds and have a wide range of abilities. Canterbury 
College is able to cater for students with learning difficulties and physical disabilities. The College is 
designed to allow wheelchair access to all buildings. 
 
Students are grouped in Focus Areas of Junior School (K-6), Middle School (7-9) and Senior School 
(10-12).   
 
ORGANISATIONAL EXPECTATIONS 
 
All employees are bound by the requirements of the College’s policies, procedures and stated mission 
to act with integrity and in a way that shows a proper concern for the public interest, be familiar with 
and follow the spirit and content of the College’s Code of Conduct and the Charter of Values.  
This includes the College’s values of serving the community by providing a high quality of service, and 
the values which govern the conduct of staff, which include Loyalty, Respect and Trust; Corporate 
Teamwork; Excellence and Best Practice; Open, Fair, Accountable and Efficient Work Practices; and 
Staff Development; Quality of Service; Continuous Improvement; People Concern; and Teamwork. 

 
Canterbury College is committed to maintaining a healthy and safe work environment.  All staff are 
expected to be committed to Workplace Health and Safety. 
  
All employees recognise and accept that multi skilling is an essential component of working at the 
College. From time to time all employees may be required to undertake duties that are outside their 
normal Position Description but within their skills, competencies and capabilities. 
 
Any information obtained by staff during the course of their duties is confidential and should be treated 
as such. Staff will not disclose confidential information to gain advantage for themselves, their families 
or for any other person or entity.  
 
Proof of qualifications will also be required prior to commencement. 
 

POSITION: Curriculum Coordinator 
DEPARTMENT: Teaching 
RESPONSIBLE TO: Dean of School 
REPORTS TO: Director of Curriculum (5-12) 
Pay Rate Pay rates and levels are determined in accordance with the Canterbury 

College Agreement 2016 
DATE: 20th September 2016 
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RELATIONSHIPS AND AUTHORITY: 
 
Curriculum Coordinators provide leadership in the delivery of the subject area to students. 
 
The Curriculum Coordinator through the Director of Curriculum reports to the relevant Dean and as 
such is responsible for leadership in curriculum, teaching and learning (including the monitoring of 
student progress, relevant assessment and reporting), management of all resources, associated with 
the delivery of the relevant subject, leadership of all staff associated with the delivery of the relevant 
subject and evaluating all curriculum matters, assessment and teaching in relation to the relevant 
subject.   
 
POSITION PURPOSE: 
 
Provides leadership in the delivery of the subject area to students. 
 
Participate in the development of the whole of College curriculum, particularly in their designated KLA 
 
POSITION RESPONSIBILITIES: 
 
• Leadership in curriculum, teaching and learning (including assessment and reporting); 
• Management of all resources, associated with the delivery of KLA Curriculum;  
• Leadership of all staff associated with the delivery of Curriculum;  
• Evaluation of all curriculum matters, assessment, teaching in relation to KLA Curriculum; 
• Participation in and development of whole school curriculum, particularly in their designated KLA; 
• Keeping abreast of trends in curriculum development and delivery; 
• Development of work programs in the designated KLA within the College; 
• Lead and support staff in the care of the College’s Learning Management System (LMS) and 

digital technologies, to ensure appropriate and consistent use and the needs of students, parents 
and teachers are addressed; 

• Ensuring that programs cater for the full range of student abilities encountered; 
• Monitoring the performance and behaviour of students within the KLA, including comparisons 

between similar classes at Canterbury College; 
• Monitoring where possible levels awarded at Canterbury College in comparison with other 

schools; 
• Checking and approving assessment items set within the department.  Such test items should 

ensure that such items have sufficient material suitable to lower ability students as well as some 
content to identify the high level students; 

• Facilities management of their learning areas; 
• Ensuring the requirements for courses run under vocational education programs are met; 
• Reviewing and collating marks and ensuring their submission to the Dean;  
• Monitoring the preparation of materials for submission to the Queensland Curriculum and 

Assessment Authority; 
• Monitoring the quality of classroom teaching within the department and the implementation of 

College policy on written work, practical work, homework, safety regulations and behavioural 
standards; 

• Assisting and counselling new and relatively inexperienced teachers; 
• Contributing to induction programs for new staff; 
• Look at the professional development needs of teachers in the department and making 

recommendations to the Dean;  
• Conducting regular meetings of the KLA staff; 
• Recommending staff teaching allocations; 
• Meeting regularly with other Curriculum Coordinators and the Director of Curriculum Yr 7-12  
• Submitting budgets for the ensuing year in collaboration with the Dean and under the Dean’s 

direction manage the expenditure of funds according to budget allocations; 
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• Evaluate resource materials and submitting requests to purchase to the Dean; 
• Modelling quality teaching for staff; 
• Contributing to the development of a seamless Curriculum P-12 through collaboration with the 

Dean responsible and other staff; 
• Facilitate and systemise the Canvas pages, collaborating with the Director of Students (Year 7-

12) and the Director of Curriculum (Year 7-12); 
• Actively support and promote the Bring Your Own Device (BYOD) program; 
• Instigate for departing staff, the Staff Member Leaving Form; 
 
PROFESSIONAL RESPONSIBILITIES: 
 
Teachers are required to contribute to the collective welfare of the school community.  As such they 
are required to: 
 
• Adhere to the Queensland College of Teachers’ Professional Standards; 
• Work collaboratively with their peers to meet classroom responsibilities; 
• Attend such meetings of department or school staff as requested by their supervisors; 
• Attend student assemblies, worship and form class meetings as are necessary for the smooth 

conduct of the school; 
• Deal promptly and efficiently with requirements such as record keeping and the maintenance of 

student attendance and achievement information; 
• Model for student’s appropriate dress, deportment, language, behavior and communication; 
• Support colleagues in promoting the ethos and values of the College; 
• Conduct themselves in a way which develops respect for themselves, for the College and for the 

teaching profession. 
 

ORGANISATIONAL RESPONSIBILITIES: 
 
Canterbury College staff are required to comply at all times with the Staff Code of Conduct and Duty 
of Care Policy, which includes the following key points: 
 
• Carrying out all required duties of their job in a professional and conscientious manner; 
• Demonstrating commitment and loyalty to the educational, spiritual and social values of the 

College and the Anglican Ethos Statement for schools; 
• Behaving with integrity in the course of their employment; 
• Acting with compassion, care and diligence; 
• Dressing appropriately; 
• Behaving in a lawful and professional manner; 
• Actively participating in required and appropriate professional development; 
• Ensuring the highest standards of ethical behaviour when interacting with colleagues, students 

and their families, and the wider community, including when using, commenting and posting on 
social media platforms.  

 
EXTRACURRICULAR AND CO-CURRICULAR ACTIVITIES 
 
In achieving the above, teachers are required to contribute to co-curricular and extracurricular 
activities and school camps. 
 
 
KEY ATTRIBUTES: 
 
• Ability to plan, prepare and deliver learning and teaching programs across the year levels which 

meet the diverse needs and characteristics of students and are consistent with relevant syllabi 
followed by the College. 
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• A demonstrated ability to apply the principles of inclusive teaching and learning, including the use 
of learning technologies and assessment, to create a supportive and challenging environment in 
which students are supported in achieving to their potential. 

 
• Ability to build relationships and partnerships with students, parents, fellow staff and the wider 

community through the use of well-developed communication and interpersonal skills. 
 
• A demonstrated commitment to working collaboratively with fellow staff and members of the wider 

community to establish productive partnerships which facilitate the optimising of student 
outcomes. 

 
• Demonstrated commitment to Christian values, the Anglican Ethos and the broader life of the 

College. 
 
• Demonstrated ability to contribute to the diverse extracurricular program of the College. 
  
ESSENTIAL QUALIFICATIONS & LICENSES:  
 
Current Queensland College of Teachers Registration  
 
Degree / Diploma qualifications relevent to the position 
 
Any other Qualifications 
 
 
 
 
 
 
AUTHORISATION  
 
Manager      
 Name  Signature  Date 
 
Staff member 
 

 
 

 
 

 

               Name  Signature  Date 
 
 
  


