LOCATION NAS Beijing — Fangshan Campus

JOB TITLE Assistant Headteacher - IBDP

JOB PURPOSE With the Headteacher and other Assistant Heads, lead an effective, high-
achieving, safe andthriving Secondary Schoolinlinewiththeschool’s ethosand
thevisionandmissionofNord AngliaEducation

REPORTING TO Co-Principals

DIRECT REPORTS Curriculum Leaders
University and Careers Counsellor

OTHER KEY Parents, Students , Community, Executive Leadership Team
RELATIONSHIPS
PACKAGE Competitive

Core Requirements of the Post

In conjunction with the Headteacher and other members of the Secondary Leadership
Team:

Toofferleadership,inspirationandguidancetostaff,studentsandparentsinthe Secondary School withregards
tothe IBDP programme.

The person appointed will:

Inspire trustand confidence in parents, students and colleagues;

Buildteam commitmentwith colleagues and engage and motivate pupils;

Demonstrate analyticalthinking;

Improve the quality of students' learning;

Lead schoolimprovement/developmentplanning andpromotethelearningpriorities for the IBDP;
Leadthedevelopmentand/orimplementationofschoolpoliciesrelevanttothe|BDP;

Develop and monitor the curriculum, assessment and student tracking and reporting processto
advance studentlearningand enhance professionalpracticeinlinewiththe school's aspirations and
priorities;

=  Workwiththe IBDP teachers to maximise studentattainment;

= Promote the wider aspirations and values of the school.

MEASURES OF

KEY RESULT AREA PERFORMANCE
General:
= LeadthelBDiplomaProgrammeatNAS Beijing; Performance and
= Communicate as the primarypointofliaisonwiththelBOfor Development Review cycle
DiplomaMatters;
= Providestrategicdirectionanddevelopmentofthe Pre DP and NAE TalentManagement
DP: programme
= Effectiveandefficientdeploymentofstaffandresources; Promotion prospects of
= Ensuring clear channels of communication, within the school and PLT colleagues
with parents;
= The development of a high performance culture for students and Parental survey
staff; o
=  Actingasapositiverolemodeltostaff,studentsandthewider Examination results at all
community;

= Liaisonwithin-schoolspecialistsandexternalagenciesas




necessary to ensure that all students thrive;

= Support IBDPstudents both academically&pastorally

= Promote the IBDP within the school community, providing timely
staff, parentand studentinformation sessions.

levels

Staff Deployment and Management:

Supportthe Headteacher in the recruitment of new staff to the Secondary
School;

Planandmanagetheefficientdeploymentofstaff;

Leadstaff through aclearsenseofdirectionwithrespectto
students’learning;

ThelinemanagementofdesignatedMiddle Leaders;

Lead the performance management of staff, including assessment
against professionalstandards,workscrutinies, developmentofjob
descriptions, monitoring of attendance and punctuality, and the
development of a culture of accountability and collective
responsibility;
LeadProfessionalDevelopmentofstaffintheIBDP;

Develop and implement action plans for areas of teachingand
learningthatgive causeforconcern;

Manage the CAS Coordinator;

Overseetheworkofthe University Guidance Counsellor;
Oversee the ToK programme implementation with appropriate
resourcing;

Foster an environment which creates an ethos of belonging, by
demonstratingcommonsense, awillingnesstolistenwith sensitivity
toallstaffneedsandperceptions;

AdministerallIBDP Examinationsandretakes;
Developandadministerthe DiplomaProgrammeBudget;
Plantimetablingand subjectoptionsforthe|BDP;

Ensure the effective use of managebac asatodipeffectively communicate
with students and parents;

Pupil achievement
measures

Standardisedtesting

Parental satisfaction
through parent survey

Student re-enrolment in
the school

Performance
Management

Talent Management
Programme

Student Recruitment and Retention:

SupportingtheAdmissionsTeamonSecondarystudent
recruitment matters, including meeting and engaging with
prospective students andparents;
Newstudentorientation andinduction;

Active management of student retention, including early
intervention with parents of students considering leaving;
Support marketing of the programme to the community and
prospective parents.

Targets for pupil
recruitment

Parental satisfaction —
including through parent
surveys




Parents and Community:

Monitor overallpatternofeventsinthe Secondary school calendar,
and maintain areliable diary of forthcoming events;

Lead and contribute to assemblies, presentations, and open days, building
effective formal and informal communications with parents;

Establish strong parental links;

Develop relatiosnhips with Parent Representatives and other parent
groupsasappropriate;
ManagementofParent-Teacherconferences, prize-givingand
Secondary Graduation;
Producereportsandnewsletterarticlesonacademic
achievements in the IBDP;

Parent survey

Informal feedback from
parents

Satisfactory resolution of
any complaints

Learning Environment and Resources:

Contribute to the outstanding ‘lookandfeel oftheSecondary
school,includinggeneral atmosphere,displaymaterial,electronic
noticeboardsand tidiness;

Select cost effective and appropriate teachingandlearning
resources;

Developing and managing the after school activities programme to
provide a broad and balanced offer that supports the curriculum
andstudents’widerdevelopment for IB students

Learning walks and
snapshot visits

Health and Safety
Audits

Personal Development:

Continual development through the identification and implementation of
your own Personal Development Plan

Improved performance
Performance appraisal

Personal Development
Plan

OTHER

Promoteandadheretothe CompanyVisionandValues:
Opportunity -Forus,opportunities needtobe meaningful,about
achieving potentialand making progress.
Impact-Forus,impactisaboutmakingadifference.ltneedsto be
immediate, positive and lasting.
Leadership-Forus,leadershipisaboutconsideringtheteam’s needs
aswellasyourown,settinginspiringexamples,being supportive and
showing real accountability and responsibility.
Respect-Forus,respectisaboutlistening,beinginclusive,
showingtoleranceandgettingthelittlethingsright

All staffare required to manage effective personal developmentas partof
the Company’scommitmenttoinvestinstaffasthekey resourceinthe
organisation




= Each individual must ensure that they meet their statutory
responsibilities and Company policies with regard to Health and Safety,
EqualOpportunitiesandotherrelevantlegislation.

= AnyotherappropriatedutiesasallocatedbythePrincipaland/or
Secondary Headteacher.




