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Livingstone Christian College 
Position Description 

 

 

Position Title HEAD OF SCHOOL: SECONDARY 

Section of School Secondary School 

Responsible to Principal 

Responsible for Secondary staff 

Last Updated August 2016 

 

Position Summary 

The Head of School: Secondary is charged with comprehensive responsibility for all Secondary School 
activities, academic and otherwise, involving students and faculty in respective divisions to deliver 
instruction on curriculum and the timely management of the Secondary School. 

Your Role 

As the Head of School:  Secondary, you will play a vital role in:  

 improving the educational outcomes of students in their schools. 

 developing the quality of teaching and learning.  

 nurturing positive relationships between students, teachers, the community and stakeholders. 

 

You will have responsibility for leading the following activities and delivery of the following key tasks: 

 

 Assist the Principal to lead the school community to develop, articulate and commit to a shared 
educational vision focussed on providing quality learning outcomes for all students. 

 Uphold the Head of School: Secondary, as a values based, ethical and moral activity. 

 Embed socially just practices in daily school life. 

 Set high standards for student and staff performance. 

 Actively participate in lifelong learning and ongoing professional development. 

 Form partnerships with parents, other government agencies, community groups, industry and 
business. 

 Be futures oriented and strategic. 

 Understand the legislation and policies that impact on schooling. 

 Manage resources to achieve goals. 
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Key Responsibilities 

 

 

Vision caster  framing and communicating clear school goals. 

Teacher 
developer 

 supporting teacher growth and development, both individually and 
collectively  

 providing strategies and skills to achieve better teaching practice, 
opportunities for professional development, and assessment for school 
performance related to instruction,  

 recruitment, in-service education, and staff motivation 

Resource 
provider 

 providing resources to attain learning goals  

 providing adequate learning materials, appropriate facilities, and skilled 
support personnel 

Climate 
maintainer 

 establishing a school climate in which disciplinary issues do not dominate 
instructional issues  

 organising activities to maintain an environment and which prevent cross-
purposes or duplicate operations 

 gearing towards improving teaching and learning  

 anticipating and resolving problems in school operation  

 supervising and evaluating instruction, coordinating curriculum, and 
monitoring student progress  

 protecting instructional time, promoting professional development, 
maintaining high visibility, providing incentives for teachers, and providing 
incentives for learning. 

Communicator  promoting discussion among school members about school vision, goals, and 
culture for successful learning 

A visible 
presence 

 showing up through face-to-face interaction as well as through informal 
exchanges in day-to-day activities 

Quality control 
maintainer 

 providing both summative and formative monitoring of instruction and 
innovation  

 evaluating, supervising, distributing rewards and sanctions appropriately 
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Explanation of Duties 

Consistent with the current Christian Community Ministries Enterprise Agreement, Livingstone Christian 
College Policy and the Biblical basis of the College:  
 

1. Management of teaching staff: including liaison; development of individual targets; monitoring and 
supervision of staff; development and implementation of duty rosters; monitoring of curriculum 
implementation; and organisation of student teachers. Providing assistance to teaching staff and 
Principal as required. 
 

2. Handling new enrolments: including meeting with new families for approximately one hour and 
providing information and a tour of the school. 

 
3. Teaching/Classroom Duties: Deputy Principals may not be required to maintain a teaching load, 

however they may assist where necessary (e.g. if a teacher is ill). 4 Computer based work for email, 
planning and administrative tasks.  
 

4. Coordinating professional development opportunities: including supervision, leading reference groups 
and dissemination of information to teaching staff. 

 
5. Student support: including behavioural management and monitoring of student achievement. May 

also have a role in the development, implementation and supervision of school based plans and 
programs such as Partnership Plans and ESP plans for children in foster care. 
 

6. Parent liaison: involving telephone and face to face contact with parents, requiring recollection or 
sourcing of specific information related to current students. 

 
7. Accessing resources for the school: including writing submissions to assist with funding and projects. 

 
8. Supervision during meal breaks (including playground, library and bus duty): involving mobilising 

around a pre-determined area and completing visual and auditory monitoring of students’ activities 
and school premises, providing assistance to students as required. Average time spent performing this 
activity will vary between schools, however Deputy Principals are required to be visible around the 
school, to assist with behaviour management of students. 

 
9. Staff meetings/liaison with teaching staff: involving face to face or (depending upon distance) 

teleconferenced meetings at which day to day operational issues, short term and long term strategic 
planning for the school occur. May also include internal daily meetings with administrative staff, 
appraisement meetings etc. 
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How you will be assessed 

 
Within the context of the role described above, the ideal applicant will be someone who has the following key 
capabilities: 

1. Demonstrated capacity to provide curriculum leadership leading to the achievement of quality learning 
outcomes for all students. 

2. Demonstrated strong interpersonal skills and the capacity to develop and sustain productive relationships 
within and beyond the school community. 

3. Capacity to use strategic thinking and analytical skills to contribute to educational outcomes at the school level. 

4. Capacity to manage effectively human, financial and physical resources to deliver high quality outcomes. 

5. Demonstrated capacity to develop and maintain an organisational culture based on ethical professional and 
personal behaviours and corporate values. 

 
 
 
 


