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Head of Department - Science 

 
Position Description 

 
 
About Us 
Somerville House, a day and boarding school for girls established in 1899, provides exceptional 
education for students from Pre-Prep through to Year 12. Somerville House students have the 
opportunity to participate in an extensive academic, sporting and cultural program, while receiving 
high standards in personal care and individual attention within the School community. Somerville 
House is a school of the Presbyterian and Methodist Schools Association (PMSA). The PMSA is a 
mission of the Presbyterian and Uniting Churches.   

 
Position Purpose  
The Head of Department - Science is responsible for development of curriculum from Years 7 – 12, 
reporting to the Dean of Teaching, Learning and Innovation. The Head of Junior School may draw on 
the expertise of the Head of Department in relation to the P – Year 6 Curriculum. 

 
The position of Head of Department - Science is an important middle management position with a 
range of responsibilities in the areas of: 

 Learning Environment 

 Strategic Leadership in Curriculum and Pedagogy 

 Leadership and Staff Management 

 Curriculum Management 

 Resource Management 

 
Key Areas of Responsibility 

Learning Environment 

 Undertaking classroom teaching 

 Monitoring student progress and demonstrating a thorough understanding of the learning and 
pastoral needs of students and the capacity to respond to these in teaching and assessment 
programs 

 Promoting and role-modelling exceptional teaching practices for optimal student learning as 
an example to Departmental staff of the School’s Teaching Standards 

 Mentoring teachers in the Department to support and facilitate their work, which may include 
classroom observation and coaching (excluding the performance review process) 

 Providing advice and support in and out of class to assist pre-service teachers, graduate 
teachers and teachers experiencing difficulties 
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Leadership & Staff Management 

 Working collaboratively in teams to create a climate of trust in which new ideas can be 
professionally articulated, debated and where appropriate, implemented 

 Participating in the reflective process, providing advice, support, and leadership to staff 

 Developing a sense of Department identity 

 Fostering cross-department collegiality and commitment to the broader school’s intent 

 Promoting the morale of staff members by instilling a sense of their value as part of a team 

 Engaging in professional reading and direct staff to sources of interest 

 Providing advice and support to staff about professional and work-related matters, including 
professional learning 

 Actively participating in relevant committees to generate the productive sharing of ideas 

 Monitoring student and staff outcomes, collating and interpreting relevant data and providing 
reports and feedback as required 

 Encouraging innovation and the “next practice” within the Department 

 Supporting colleagues in dealing with student academic and disciplinary matters 

 Monitoring performance and progress of colleagues across Department as a mentor 

 Observing teaching of teachers in the Department regularly, and providing feedback 

 Monitoring the progress of pre-service teachers 

 Contributing to supporting the implementation of school-wide policies, programs and 
procedures 

 Researching and writing articles and delivering presentation for parents, colleagues and the 
sector, as requested or approved by the Principal. 

 
 
 
Curriculum Management 

 Developing rigorous and innovative learning programs that will motivate a diverse range of 
students. These learning programs will challenge the very able students and support those 
students with particular needs, while the programs will be complemented by quality 
assessment practices 

 Maintaining up-to-date knowledge of the Queensland Curriculum and Assessment Authority 
(QCAA) Syllabuses and Australian Curriculum documents and requirements; maintaining 
knowledge of wider educational issues especially as they pertain to the Department and girls’ 
education 

 Contributing to broader curriculum agendas of the School 

 Managing the evaluation, selection and allocation of curriculum resources within the 
Department 

 Promoting and maintaining awareness of current educational developments in teaching 
and learning in the Department by disseminating information and facilitate the 
incorporation of new and emerging ideas 

 Overseeing enrichment and extension opportunities (Years 7 -12) 

 Overseeing co-curricular programs in the Department including supporting staff members 
with competitions and risk management procedures to organise excursions, incursions 
and camps etc where required 

 Supporting and promoting the integration of technologies into the curriculum 

 Ensuring student records within the Department are maintained accurately and are 
current, including results 

 Monitoring assessment procedures and student profile procedures.  
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Resource Management 

 Making prudent and strategic annual assessment of Department needs and priorities 

 Investigating new programs, practices or projects for consideration by the School 

 Investigating and facilitating links with the broader community that result in enhanced 
learning opportunities for students at Somerville House 

 Managing the provision and use of physical resources for the effective operation of the 
Department 

 Overseeing the selection of textbooks and eLearning resources 

 Ensuring that the requirements of the Occupational Health and Safety legislation are met 
within the Department 

 Discussing the wider policy issues that affect the Department 

 Demonstrating and providing opportunities for sharing of resources within and across 
Departments. 

 

Conditions of Employment 
The terms and conditions of employment are according to the PMSA Enterprise Agreement 2017, as 
varied or amended from time-to-time. 
 
The position has a teaching allocation consistent with the PMSA Enterprise Agreement, as varied or 
amended from time-to-time and attendance at all combined and relevant sub-School assemblies and 
chapels. 
 

Duties of a Teacher 
1. Performing conscientiously and competently the duties, both teaching and non-teaching, 

assigned by the Principal from time-to-time 
2. Performing satisfactorily such duties as are customarily rostered and shared by all staff, and 

such other duties as may be agreed upon by the Principal and teacher 
3. Co-operating with the senior staff in the organisation and management of the School and 

maintaining such records as may be required by the School 
4. Taking part in professional development activities and other relevant courses provided by the 

School or recommended by the Principal through the Professional Learning Committee 
5. Fostering good relations between parents, the community and the School 
6. Promoting a spirit of unity among the staff 
7. Be actively involved in supporting the School’s co-curricular activities and special events 
8. Be positive in support of the School’s traditions and Christian ethos. 
 

Essential Criteria 

Education & Experience 

 Appropriate academic qualifications – a Master’s Degree (or higher) would be highly regarded 

 Current Queensland College of Teachers registration (or eligible for registration) 

 Previous experience in a management or co-ordinator’s role in a school is desirable 

 Previous experience in the successful delivery of curriculum related activities in a school. 

 

Skills, Abilities and Personal Attributes 

 Outstanding professional presentation and manner 

 Proven interpersonal qualities and skills necessary for close cooperation with members of staff, 
parents, students and other members of the school community 

 Demonstrated exemplary professionalism  

 Proven ability to work collaboratively and energetically within a dynamic organisation 

 Demonstrated excellence in the area of current and emerging educational developments in 
your subject area/s to enhance teaching and learning environments  

 Proven ability to encourage and promote an appreciation of the subject area in the School 
community  

 Demonstrated excellence in classroom teaching especially with regard to teaching and learning 
strategies 
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 Proven capacity to mentor and offer professional support to teachers 

 Be committed to one’s own continued self-improvement through professional learning and 
participation in professional association activities 

 Possess self-motivation, creative endeavour and a willingness to accept responsibility 

 Demonstrated experience in dealing appropriately with confidential and sensitive information 

 Be proactive/show initiative 

 Possess high level communication skills (both interpersonal and written) 

 Excellent technological literacy skills 

 Workplace Health and Safety is the responsibility of all employees. All employees must 

perform duties in accordance with the Work Health and Safety Act 2011 and the workplace, 

health and safety requirements of Somerville House, and not act in an unsafe manner. 

Additional Requirements 

 Willingness to contribute to the co-curricular life of the School 

 Strong commitment to independent schooling in a Christian context 

 Attending functions as determined by the Principal   

 Other duties as required by the Principal. 

 
Performance Review 

 The Head of Department will participate in a performance review as outlined by the Principal. 
 

Term 

 The Head of Department will initially be appointed for five years.  
 
 
This Position Description attempts to capture duties indicative of the day-to-day role of the Head of 

Department. Given the dynamic nature of the School environment, the Principal reserves the right to 

alter roles and responsibilities to suit the leadership and management requirements at any point in 

time. 

 

Application Requirements 

All applications must include the official Employment Application Form for Teachers (available under 

the ‘Careers at Somerville House’ section of our website), as well as a current Curriculum Vitae, and 

the contact details of three (3) professional referees.  

Applicants invited for an interview must supply copies of academic transcripts at the time of interview. 

Applications will be treated as confidential and must be forwarded by email to 

employment@somerville.qld.edu.au. 

Please mark applications to the Attention of: The Principal, Somerville House. 

Applications for this position close 3.00pm Friday 12 July 2019. 

 

 

http://www.somerville.qld.edu.au/sites/default/files/APPLICATION%20FOR%20EMPLOYMENT%20FORM.doc
http://www.somerville.qld.edu.au/sites/default/files/APPLICATION%20FOR%20EMPLOYMENT%20FORM.doc
mailto:employment@somerville.qld.edu.au

