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JOB DESCRIPTION

June 2018
NAME OF POSITION:
 Director of Sport and Physical Education
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2. SCOPE OF POSITION

Number of staff managed:
5  Heads of Sport




    
2 Subject Coordinators 





    
16 Teachers
Schedule:

Monday from 8.05 a.m. to 6.05 p.m.

Tuesday to Friday from 8.05 a.m. to 5.00 p.m.

With the exception of two afternoons during the week for extra training, adding an extra hour.

Additionally, the Director of Sport will work 9 pedagogical hours during weekends for activities previously defined by school.

In this schedule she/he attends weekly Academic Council meetings.

Number of teaching hours:

Sports 20 hours max  (Approximately)

Director of Sport has the same holidays as teachers, but she/he must be available for work, if necessary, until January 15th.

3. MAIN OBJECTIVES OF THE POSITION

What are the main objectives of the position?

The Director of Sports must constitute, lead, manage and develop the sports team that teaches her/his subject from Play Group to Year 12, academically and pedagogically.  Maintain its curriculum updated to the standard of the high performance sport programmes, and ensuring its implementation with the IB methodologies subscribed by the school. Supervising the effective implementation of the teaching-learning process within the classroom and developing and implementing effective systems for assessing learning at each level.

4. MAIN RESPONSIBILITIES

4.1. Integration with the school’s Educational Project
The Director of Sports department must be a protagonist and an academic leader in order to ensure the implementation of the school’s Educational Project and Strategic Plan, facilitating her/his team’s understanding of and alignment with these documents and encouraging their active participation and commitment within the community.

How is this done?

· By expressing daily, in words and actions the main principles that are present (both implicitly and explicitly) in the Educational Project.

· By keeping her/his team informed about all communications from the Academic Director and/or the Senior Management Team.

· By representing the interests and needs of the department (listening to, attending to and taking care of her/his team’s concerns and needs), keeping them informed and updated regarding indications from the Headmaster, Academic Director, The Sections, other departments and the wider community.

· By listening to, attending to and integrating her/his team’s ideas, suggestions and proposals so that they can contribute to the enrichment of the teaching of her/his subject, the improvement of the Educational Project and the development of the institution.

4.2. High Standards of teaching, learning and student progress

Defining and updating the Craighouse School Curriculum, the assessment systems for learning and the systems for an effective implementation of the subject from Play Group to Year 12.

Subject coordinators from Primary and Middle will represent her/him in those sections and she/he can delegate many of her/his roles to them, but not responsibility.

How is this done?

· By regularly checking the Ministry of Education’s curriculum and the International Baccalaureate’s programmes.
· By permanently checking and updating the Craighouse School Curriculum.
· By permanently checking and updating the synoptic plans.
· By permanently checking and updating learning units.
· By defining pupil’s achievement in Physical Education and Sport programmes in Primary, Middle and Senior Sections.
· By ensuring that assessment instruments and processes are aligned, reliable and valid, through the design and regular revision of the assessment instruments used in each level.
· By ensuring the effective implementation of feedback to pupils and staff in order to promote learning.
· By developing a shared departmental vision for the highest quality of learning and teaching within the department.
· By keeping permanently up to date regarding educational tendencies.
4.3. Pedagogical leadership

Ensuring that the teaching-learning process of her/his subject follows the plan and the methodologies and standards established by the school.

How is this done?

· By revising class plans for an effective implementation of the curriculum.
· By carrying out regular class observation and giving feedback to teachers, comparing teachers and lessons with GTP, synoptic plans and IB plans.
· By modelling classes.
· By ensuring that teachers have updated teaching materials (books, programmes, manuals, etc.) to strengthen and enhance teaching.

· By proposing teaching resources for pupils to ensure the effective implementation of the Craighouse School Curriculum.
· By permanently updating the team concerning the teaching of the subject.
· By using and analysing data relating to student progress and performance to inform planning for teaching & learning. 
4.4. Human Resources management

Participating, together with Human Resources, in the creation of a competent team to teach the subject. Selecting, monitoring, training and developing her/his staff and ensuring teamwork.

How is this done?

· By proposing the number of teachers needed to implement her/his subject curriculum (defined by the Headmaster).
· By taking part in the definition of the skills required for filling vacancies in her/his subject.
· By taking part in the recruitment (search for candidates) and selection of teachers in her/his department, interviewing them to find out about their technical skills and abilities.
· By deciding which teachers to hire and replace in her/his subject, considering feedback from the Head of Section, the Academic Coordinator and Human Resources.
· By preparing an annual department development plan for the team, based on a programme of departmental self-evaluation which set priorities and targets for curriculum development and pupils progress.

· By being the person responsible for the performance appraisal of her/his teachers, giving them continuous feedback.
· By proposing training and development actions for each member of her/his team in order to keep them updated, and achieve expected standards and promote their skills.
· By helping new teachers to become familiar with academic and teaching areas of the subject, and the school culture.
· By acting as mentor and coach of her/his team members, in order to ensure their academic and organisational alignment.
· In the Middle Section, by deciding to include pupils teachers and informing the Head of Section. In Primary the decision to take on pupils teachers is suggested by the Director of Sport or Subject Coordinator and defined together with the Head of Section.
· By leading her/his staff so that they form a team and operate as such.
· By identifying Health & Safety issues within the department, including risk assessments, ensuring that appropriate procedures are followed.

4.5. Administrative management

Participating in and collaborating with various teams of the school in order to create the necessary conditions that will ensure that the subject will be taught with minimum number of interruptions under the necessary logistic conditions.

How is this done?

· By distributing teachers according to their skills, by specialty and level.
· Together with the Head of Section and Academic Coordinator:
· By proposing her/his team members’ workload to the Academic Coordinator (defined by the Academic Director and/or the Headmaster).

· By collaborating with the Head or Deputy Head of Section:

· Proposing candidates for replacements, except in the Sports Department, where replacements are decided among themselves and whose members do not replace teachers from other departments.

· Proposing which teachers may be form teachers.

· By collaborating with Human Resources, proposing candidates for new positions.

· By preparing the department’s budget according to guidelines given by management.

· By defining the material and technical resources required by her/his area.

· By making sure that teachers have at their disposal class plans, activities and work units which can be used in case of absences.

· By taking part in the Academic Council, agreeing on annual goals with the Academic Coordinator.

· By monitoring and facilitating the execution of the department’s annual goals with her/his team members.

· By ensuring – directly in Senior and through coordinators in Primary and Middle – that the test calendar for her/his subject is constantly updated, coordinating with the Deputy Head of Section.

· By making sure – directly in Senior and through coordinators in Primary and Middle –that the calendar of pedagogical outings for her/his subject is permanently updated in the corresponding levels, coordinating this task with the Deputy Head of Section.

· By supervising the teachers so that they are up to date in SchoolTrack, based on the information provided by the Deputy Head of Section.

· In Senior, by taking part in parents meetings if the Head or Deputy Head of Section, or any member of her/his team deems it necessary for pupils’ wellbeing.

4.6. Communication and Liaison

How is this done?

· By reporting and celebrating pupils achievements.

· By organizing overseas Sporting events and Tours.

· By coordinating the hosting of International Touring schools and sides.

· By ensuring effective communication/consultation with parents regarding pupils’ progress in the departmental area.

· By contributing to school liaison and marketing activities.

5. POSITION PROFILE

a. Skills

· Organisation.

· Ability to work under pressure.

· Leadership.

· Ability to network within systems.

· Flexibility.

· Creativity.

· Proactivity.

· Assertiveness.

b. Qualifications

Higher education
: University
Degree
: Subject teacher
Other skills
: 
(Desirable), MA in the subject and/or management.
(Desirable), experience and knowledge of the International Baccalaureate.
Languages
: English & Spanish

Experience
: At least five years 
c. Attitudes

· A passion for teaching.

· Passion for her/his academic discipline.

· Willingness to be a lifelong learner.

· Willingness to see difficulties as opportunities and not as problems.

· Willingness to and enjoyment of working in teams and networks.

· Willingness to contribute to the development of the school.

d. Values

Which values underpin your work? In this case, those declared by the school:
Respect, effort, justice, tolerance, responsibility, honesty, loyalty, solidarity and friendship.
6. POSSIBILITIES OF PROMOTION

What possibilities of promotion for the future do you see for someone who works in this position?
· Deputy Head of Section.

· Head of Section.

· Headmaster / Headmistress.
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