
 

 

 

 

Middle Leaders 
Head of Department 

Subject Coordinator 
 

 Preamble 

 

As a Catholic school in the Marist tradition we work in the spirit of our founder St. Marcellin 
Champagnat. Our Middle Leaders must be people of faith who can promote, develop and uphold 
the vision, charism and Catholic and Marist tradition in every aspect of College life.  

All Middle Leaders at Marist College Canberra work under the direction of and in collaboration 
with the Headmaster and College Executive, and have an important responsibility in articulating 
and nurturing the mission, vision and strategic directions of the College. They reflect our core 
values of Faith, Love, Justice, Compassion and Hospitality, our adherence to the spirit of St. 
Marcellin Champagnat and our determination to provide an environment where boys are 
encouraged to develop as a person, as a community member, as a learner, as a young man of 
faith and as a contributor to society. 

Middle Leaders will be exceptional educators with a passion for learning and pastoral care. They 
will model creative pedagogies and curriculum innovation and be able to inspire and guide others. 
Middle Leaders should have appropriate qualifications and a clear commitment to personal, 
spiritual and professional development. 

 

 

 



Middle leaders, the engine room of the school, sit at the heart of the drive to improve the quality 
of learning and teaching. They lead teams of teachers – turning the Executive leadership's strategy 
into outstanding classroom practice and outstanding pastoral care on a daily basis. They are closer 
to the action than senior leaders. High-performing middle leaders drive consistent teacher quality 
in their areas of responsibility through curriculum leadership, pastoral leadership, data analysis to 
identify pupil underperformance, lesson observations, holding staff to account and developing 
staff. They also ensure consistency across the school by collaborating and challenging their fellow 
middle leaders, influencing whole school behaviours through sharing, coaching and mentoring.  
(Adapted from James Troop; Making the most of middle leaders to drive change in schools; the 
Guardian July 2013) 

 

 

 

The Quality Marist Teacher was defined by the 
teachers of Marist College after research and 

extensive collaboration. The Domains from the 
Quality Marist Teacher Program (QMTP) – Being, 
Relating, Learning, Doing, Transforming –are the 

key defining criteria on which we build a reflective 
culture for teachers. The duty statements of 

Middle Leaders also reflect these domains and 
further develop the roles in terms of their 

capacity as leaders in our learning and faith 
community with the ultimate goal of improving 

student outcomes. 

 

Student achievement and student well-being are inextricably linked. Students who are genuinely 
cared for, who have a well-developed sense of belonging, who are resilient are well placed to 
achieve academically, socially, emotionally and spiritually. Academic care at Marist College 
involves enhancing student learning, well-being and resilience through academic processes and 
pastoral care practices which are sympathetic to student needs and embedded in learning 
experiences. 

Thus the Duty Statements of all Middle Leaders in the College reflect leadership of academic care 
for improved student outcomes. They also include the language of leadership in terms of self-
development, developing, engaging and inspiring others, strategic thinking and delivering 
outcomes.  

 

 Middle Leaders at Marist College Canberra, under the direction of and in collaboration with 
the College Executive, are responsible for promoting, directing and implementing the 
strategic directions of the College. 

 Middle Leaders recognise and develop their leadership capabilities, integrating and 
promoting Marist Core Values in their professional lives, by developing leadership values, 
attributes and practices which provide a foundation for reflection, review and development. 

 Middle Leaders act with integrity and share their belief and sense of purpose across the 
middle leadership team, leading to greater collaboration.  



 Middle Leaders engage in professional conversations which foster collegiality to further 
develop their leadership capabilities, with an understanding of the differences between 
leadership and management. 

 Middle Leaders embrace change and lead the learning and pastoral care culture in the 
school with the aim of improving student outcomes (learning, well-being, development) by 
focusing on issues such as performance management, classroom observation, data analysis 
and collaborative learning. 

 Middle Leaders seek to develop their capabilities with a shared understanding and focus on 
mission, high expectations and belief that all students can achieve.   

 

Middle leaders are effective leaders when they: 

 

 



 

 Middle Leaders are effective leaders when they… 

BEING 
 Seeks and demonstrates self-knowledge, 

commitment and resilience 

 Values integrity, justice, self-awareness and 

self-management 

 Is open to reflection, discourse and feedback 

 Shows commitment to personal and spiritual 

growth 

 
. have a lived personal faith, an understanding of the Catholic and Marist mission, 

foster their own spirituality, and integrate and promote the Marist Core Values 
within their area of responsibility 

. meet MSA accreditation requirements 

. model self-belief, energy and commitment, which inspires trust in others 

. apply leadership expectations and develop personal skills and opportunities in 
leadership  

. actively seek and provide feedback/advice/opinions 

RELATING 
 Is inclusive, facilitating collaboration and 

hospitality across teams, stakeholders, local 

and external communities 

 Inspires and encourages others by example, by 

support, and by expressing their high 

expectations of self and others 

 Serves in empathetic and compassionate 

engagement with others 

 Provides and requires clear communication 

 
. value, support, engage and enthuse staff and students and care for their well-being  
. inspire and motivate staff – promote and acknowledge achievement 
. collaborate, consult and mentor 
. ensure verbal and written communication within their team is consistent and concise 

and provides clear direction 
. challenge, confront, resolve conflicts – staff and students 
. engage in difficult professional conversations with colleagues  
. model effective communication, consultation and listening skills with staff, the 

community and students 
 

LLEEAARRNNIINNGG  
 Provides a rich learning environment 

 Builds on the commitment and passion for their 

own learning 

 Models excellence 

 Facilitates deep sustained and relevant learning 

for others 

 
. articulate  a clear vision focused on academic care to ensure quality learning 

outcomes for students  
. create structures to promote and facilitate a collaborative learning culture to 

improve the quality of learning, teaching and pastoral care programs 
. engage with staff on quality of learning environment in the classroom by modelling 

and promoting innovation 
. encourage, empower and challenge staff in their effective assessment, reporting, 

curriculum and pastoral care development 
. model a commitment to professional learning, reflection, evaluation and feedback 
. have high expectations of self and others 
 

DOING 
 Espouses strategic thinking and action 

 Provides a sense of purpose and direction, 

making informed decisions and delivering 

quality results 

 Promotes a culture of achievement, inspiration 

and empowerment 

 Establishes effective processes for decision 

making and action, which empowers leaders as 

agents of change 

 

 
. effectively plan, manage and develop area of responsibility through decision making 

and processes by delegating tasks and managing resources  
. model and promote initiatives and engage in action research 
. actively collaborate with other sectors of the College 
. lead the culture of change and improvement by inspiring, motivating and challenging 

staff   
. implement  the strategic directions of the College 
. seek challenging opportunities and foster collaborative professional learning 

conversations 
. lead and facilitate learning pods in the QMTP program 
 

TRANSFORMING 
 Articulates and promotes their own and the 

College’s vision, goals and strategic direction 

 Responds to current needs and plans for future 

needs through active research 

 Enhances the skills and knowledge of others, 

building professionalism and management 

capability 

 Is involved in continual review and renewal 

 

 
. articulate, support  and actively promote the College’s vision and Strategic Plan  
. engage with, promote and model involvement in relevant professional learning 
. review, evaluate, refine and further develop processes, curriculum, assessment etc 

to improve student outcomes 
. active involvement in College consultative processes 
. motivate staff, respond to their strengths and needs and provide encouragement 

and feedback, promoting and building their capabilities    
. lead and commit to innovative change in curriculum, pedagogy, pastoral care 

 
 
 



Key Responsibilities  

In the appointment of Heads of Department, the Head of School delegates the responsibility for 
leading, promoting, directing and coordinating the efficient and effective operation of a Subject 
Department. On an individual basis, each Head of Department / Subject Coordinator is 
responsible for excellence in their department, and eventually for the overall academic excellence 
in the school. The innovative development of curriculum and educational programs leads to 
improved learning outcomes for students. In addition to classroom teaching duties, Heads of 
Department work under the direction of and in collaboration with the Head of School and College 
Executive to fulfil the following key responsibilities. 

 

The Head of Department will be accountable to the Head of School through the Head of Senior 
School and Dean of Studies to:  

1. Promote, maintain and enhance the Catholic identity and Marist Mission of the College. 

2. Develop, motivate, inspire and build collaborative relationships. 

3. Lead academic care in the College by creating a culture that supports excellence and 
fosters the relationship between learning, teaching and pastoral care for improved 
student outcomes.  

4. Lead a culture of change and improvement by extending knowledge of best practice, 
building capacity in teachers and ensuring effective organisation, management and 
administration of the Department. 

5. Plan, develop, implement and evaluate structures and processes within the Department to 
support the College vision and Strategic Plan. 

These key responsibilities are expanded below. 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



1.  Promote, maintain and enhance the Catholic identity and Marist Mission of the College. 

 Nourish, promote and strengthen a Catholic/Marist ethos among the Department and 
school community by encouraging, facilitating and participating in the College’s prayer, 
sacramental, celebratory and liturgical life. 

 Articulate a vision for the Department that promotes our Marist Core Values, 
wholeheartedly supporting and giving personal witness to the Mission of the College. 

 Nurture and develop personal, spiritual, professional and leadership skills in yourself and 
others to facilitate reflection, improvement, innovation and change and to meet Marist 
Schools Australia (MSA) requirements.  

 
 

2.  Develop, motivate, inspire and build collaborative relationships 

 

 Collaborate with the Head of Senior School and Dean of Studies on matters to do with the 
academic care and well-being of students; look for ways to get to know students and their 
parents; establish positive relationships which will be conducive to their growth; liaise with 
staff; contact parents, as necessary, about student performance.  

 Inspire, motivate, affirm, support and challenge staff, for example through support of their 
dealings with students and parents, visits to classrooms, interviews, consultation, 
mentoring, goal setting, formal and informal meetings and being available to staff. 

 Liaise with the Assistant Head of School Staff on staffing requirements or on any matters 
regarding staff performance or welfare. 

 Create a supportive environment within the department that promotes professionalism, 
collaboration and personal support.  

 Develop a collaborative team approach in regards to sharing ideas, resources and 
pedagogies. 

 Provide opportunities to engage staff on a professional and social basis; encourage 
consultation, collaboration, communication and teamwork.  

 Model the use of a restorative justice approach for dealing with discipline matters, fostering 
positive relationships between students and between students and staff. 

 Collaborate with members of the Junior School Coordinating group and key staff as 
required. 

 

 



 
3.  Lead Academic Care in the College, building a culture that supports excellence and 
focuses on positive learning and teaching for improved student outcomes.  

 

 Encourage a climate of excellence in learning and teaching focused on improving student 
outcomes. 

 Initiate, implement and model quality and contemporary learning, teaching and 
achievement; advance the use of ICT, interactive learning and promote literacy and 
numeracy. Empower and entrust staff with scope to implement and practice a diverse range 
of pedagogical approaches and innovative assessment procedures.  

 Lead, supervise and challenge staff in the Department in fulfilling their responsibilities in 
implementing the strategic directions of the College, the Four Pillars of Care, the College 
Safe School Policy, the Student Code of Conduct, Student Expectations, the Charter of 
Learning and Teaching and the Code of Professional Conduct. 

 Encourage and support all department staff in becoming leaders of learning by providing 
opportunities to consult, collaborate and lead within the department.  

 Be instrumental in leading, developing, implementing and evaluating teaching practices and 
programs to improve student outcomes.  

 Analyse results data and follow up on the outcomes of semester reports and Parent-Teacher 
Reporting. 

 Collaborate with the Studies Office, the College Counsellor, House Deans, Enrichment and 
Learning Support to ensure the best outcomes for students.  

 Ensure that teachers have appropriate support for students with special learning needs and 
particular gifts and talents so that these students are supported and challenged, and 
appropriate accommodations or modifications are provided.  Provide particular support for 
students identified as requiring additional academic assistance. 

 Oversee and develop professional strategies to support staff in the smooth implementation 
of required administrative processes. 

 Ensure, with Head of Senior School and Dean of Studies, that requirements relating to 
indicative hours of study, assessment and BSSS policies and procedures are met by the 
College, including the monitoring of unit outlines, texts and topics. This includes ensuring 
teaching staff have current teaching programs and registers for documentation of work 
covered. 

 
4.  Lead a culture of change and improvement by extending knowledge of best practice, 
building capacity in staff and ensuring effective organisation, management and 
administration of the Department.  

 

 Ensure effective and timely communication within the Department and with the College 
community regarding daily happenings, College policies and procedures, administrative 
requirements and arrangements. 

 Lead, facilitate and minute meetings with staff at least once per term, focusing on learning, 
teaching and improving student outcomes. 



 Lead the Department in the ongoing collaborative review of programs, procedures and 
practices. 

 Analyse student data and results to inform change and develop strategies to improve 
learning and teaching for improved student outcomes. 

 Oversee the administration of the Department: write an article for the College Magazine; 
liaise with relevant staff (Finance, IT, Library, Textbook Hire) to develop a departmental 
budget; authorise and oversee expenditure on equipment and resources according to the 
budget; direct and supervise the use, maintenance, fitting out of the Department; inventory 
all equipment, supplies and resources; ensure that equipment is maintained at an adequate 
level to facilitate practical lessons where such lessons are required by the curriculum; 
ensure computer files are up to date and accurate. 

 Assist the Dean of Studies in the management of: timetabling and classes, course 
administration, teacher placement, excursions, generating end of year course scores for 
Year 12 students, recommending courses or change of courses for students.  

 

5.  Plan, develop, implement and evaluate structures and processes to support the 
College vision and Strategic Plan. 

 

 Participate in annual goal setting with the Dean of Studies in line with QMTP at the 
beginning of each year. Meet with the Dean of Studies on a formal basis once each term to 
discuss Departmental matters, review, reflect, evaluate and refine goals, outcomes and 
strategic direction. 

 Through involvement in ongoing professional learning and reflection, lead and assist the 
professional learning of staff by sharing ideas, providing professional reading and facilitating 
learning opportunities to improve student outcomes. 

 Review, evaluate and refine curriculum by keeping abreast of current BSSS and ACARA 
developments. 

 Provide leadership alongside other Middle Leaders in the College for the Quality Marist 
Teacher Program.  

 Be a leader in teacher development and review processes, which includes leading 
professional learning conversations as part of TQI annual registration and providing support, 
guidance and feedback for provisional or probationary teachers and new staff in the 
Department. 

 Promote the College and its academic strengths through active participation in College 
activities e.g. Information Nights, Oral Reporting, Graduations, Open Days. 

 

 
6.  Other duties as directed by the Head of School, Head of Senior School, or their 

delegate. 



Essential Criteria 
 

 An understanding of and demonstrated commitment to the Catholic and Marist ethos of the 
College and its mission in Catholic education. 

 Demonstrated leadership ability related to the religious, educational, pastoral, academic 
and community dimensions of the College; in particular leading an innovative, dynamic and 
rich curriculum which fosters individual and educational excellence. 

 Demonstrated capacity to perform at Middle Leadership level including well-developed 
organisational, ICT and record management skills and the ability to lead and follow through 
with initiatives and directives. 

 Passion for and understanding of the College’s Academic Care and an ability to lead and 
develop excellent learning initiatives. 

 Effective student management skills. 

 Exemplary teacher with a focus on individual student achievement and an educational 
vision in terms of effective learning and teaching practices. 

 Excellent interpersonal and facilitation skills, including collaborative planning, 
communication, negotiation and conflict resolution skills, with the ability to develop and 
maintain positive and professional relations. 

 Capacity to lead Department Meetings, inspire and manage staff and facilitate a QMTP pod. 

 Ability to work collegially with all Middle Leaders. 

 Ability to teach Religious Education (Accreditation D) would be an advantage, though not 
essential. 

 
 

Other requirements 

Heads of Department would have a minimum of five years teaching experience and must meet or 
be working towards meeting the criteria for Accreditation C for Leadership in a Systemic Catholic 
and MSA School. 

Heads of Department must meet all legislative and professional requirements including teacher 
registration (TQI) and WWVP. 

The position involves a teaching load, yard supervisions, and compliance with the College Co-
curricular policy 

Heads of Department are paid at a Co-ordinator 1 level; Subject Coordinators are paid an 
allowance according to the Award. 

 

Length of Tenure 

The position of Head of Department is appointed on contract for a period of two plus four (2+4) 
years.  A performance review/ appraisal will be held during the second and sixth year of 
appointment. 

There will be an interim review in the first six (6) months. 



 

 
Teaching staff must hold current Working with Vulnerable People Registration and TQI 

Registration prior to commencing employment at the College. 

 
RENUMERATION  
 
The position is classified under the Teachers (Daramalan College, Marist College 
Canberra, and St Edmunds College, Canberra) Enterprise Agreement 2014-2017, as 

amended or replaced. An annual salary commensurate with the skills and qualifications 
of the successful candidate will be as per the Enterprise Agreement. 
 
 
TERM 
 
The FTE and term (permanent or temporary) of the position is listed in the job specific 
details on the College Website.  Permanent positions are subject to a 12 month 
probationary period. 
 
The start date for positions advertised for the commencement of 2018 is Tuesday 30 
January, 2018. 
 
 
APPLICATION SUBMISSION 
 
For information about the duties and nature of the position, or progress of the selection 
process, enquiries should be directed to Assistant Head of School – Staff, Mr Glenn 
Slater at hr@mcc.act.edu.au or by phoning the staff office on 62987262. 
 
The closing date for applications is 5:00pm Wednesday 11 October 2017. 

 
The College is not required to accept applications that are received after the closing date 
and time, and reserves the right to appoint by invitation, or to make no appointment at 
all. Shortlisted candidates will be contacted by telephone to arrange an interview.  
 
Applications should contain: 
 

A cover letter addressing the selection criteria 

Completed College Application Form – Teaching Positions  

Updated resume  

 

Applications can be received by: 

Post  - PO Box 727 Mawson, ACT 2607 

Email – hr@mcc.act.edu.au 

Delivered directly to the main College reception.  During School Holidays the 
front doors of the College will be closed, but the Finance office remains open 
from 8am – 4pm week days.  Press the intercom button to the right of the main 
doors for entrance. 
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