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JOB DESCRIPTION
Candidates are expected to have a successful leadership record in a specialist subject area.  The job descriptions given below outline all the duties to be covered by the post of Head of Primary.
	GENERAL

	Post Title
	Head of Primary

	Reporting To
	Principal 

	Responsible For
	Primary Teachers and other relevant personnel and students within the School.

	Liaising With
	Principal, Head of Secondary, SLT, ELT, Heads of Department/Subject Leaders/Teaching staff, other relevant personnel and students within the School, relevant non-teaching support staff, parents and other relevant stake-holders.

	Contract Type
	Full time


	DUTIES/ETHOS

	Job Purpose
	· To offer leadership, inspiration and guidance to the staff and students of the International Primary School such that all students achieve exceptional outcomes: Academic, Personal and Social. 
· The Head of Primary will also play a major role in strategic planning for the whole school as part of the School Leadership Team. 



	Overall 
	· The Head of Primary will inspire colleagues to inspire students. He or she will be a compassionate, values-based leader and will maintain an inclusive culture for staff and for students. High levels of professionalism and reflective practice will be embedded within the staff such that the school will offer its best to every family every day and will continue to expand provision for students each and every term. 
· Prestigion K12 Education Group’s Vision: 

      To become the most successful, most trusted and most innovative K12 education group in South East Asia. 

· Sri KDU Schools’ Motto:

      Malaysian Hearts, Global Minds

· Sri KDU International School’s Motto:

      Tomorrow’s Leaders – Here and Now. 

· Personally lead all aspects of the International Primary School and will work alongside the Principal and the Head of Secondary to lead the whole school. All aspects of school life lie within the direct or indirect responsibility of the Head of Primary.

· Key areas are outlined as follows:
(   Academic Management
(   Professional Learning 

(   Performance Management 

(   Administration

(   Communication 

(   Marketing 



	Academic Management 
	· To oversee the process of the setting of academic targets for Primary students and to work towards their achievement.
· To monitor and evaluate academic standards at all levels in the Primary School in line with agreed School procedures, including some bench-marking against other schools, and against international and UK standards. 
· The management of academic analysis and of the evaluation of performance data as they relate to the Primary School. 
· To identify and take appropriate action on issues arising from data, systems and reports, setting deadlines where necessary and reviewing progress on the action taken. 
· In conjunction with the School Leadership Team, and other colleagues, to assist with the management of the School’s collection of data, particularly where it relates to the development of students at the Primary level. 

· To act as a positive role model, to promote teamwork and to motivate staff to ensure high quality teaching and effective working relations.  



	Curriculum Management 
	· To lead curriculum development throughout SKIPS to meet the standards of international accreditation bodies and to be close to the National Curriculum of England, with adjustments for our Malaysian context. 
· To ensure the delivery of an appropriate, challenging and interesting academic and extra-curricular programme.

· To keep up to date with national and international developments in all curriculum areas, and with advances in teaching practice and methodology. 

· To monitor and respond to all curriculum initiatives at international, UK and local levels.

· To monitor standards of teaching and learning across SKIPS. 


	Professional Learning 
	· To ensure that staff development needs are identified and that appropriate programmes are designed to meet such needs.

· To support all staff in their identifying and designing their own professional learning.
· To evaluate all SKIPS (Continuous Professional Development) in terms of benefit to the school, and to the individual; and to ensure that the details of such evaluation are recorded. 

· To establish links with other schools, both international and local, to develop opportunities to share and disseminate good practice. Such opportunities might include teacher and/or student exchanges.


	Performance Management 
	· Inspire and guide all staff to the highest levels of performance.

· To undertake Performance Management Reviews for other Senior Leaders and to assist with the performance review process for all academic staff and, as appropriate, associate staff.
· To assist in the preparation of Job Specifications for all SKIPS staff and to participate in the interview/selection process for new staff.
· To be responsible for providing effective induction for all new SKIPS staff. 



	Administration
	· To deputise for the Principal as appropriate.
· To work with the Principal and the Leadership Team to formulate aims, objectives and strategic plans for the school.

· To contribute to the construction and publication of the School Improvement Plan.

· To prepare, publish and implement an appropriate and effective SKIPS timetable that meets the needs of students and complements the priorities for the school. 

· To provide comprehensive information on SKIPS academic and ECA programmes, its philosophy, aims and requirements to staff, students, parents and other stakeholders. 
· To act as a cost centre holder, requisitioning, organising and maintaining equipment and stock, and keeping appropriate records. 

· To work with the Principal to ensure that the teaching commitments of SKIPS are effectively and efficiently time-tabled and accommodated. 

· To monitor and evaluate the overall progress and development of SKIPS students, including those with special educational needs, EAL and the more able. 
· Ensure that the SKIPS behaviour management policy is implemented for students so that effective learning can take place. 

· Monitor student attendance, ensuring that follow-up procedures are adhered to and appropriate action taken when necessary.


	Communication 
	· To ensure that all members of the SKIPS communicate appropriately with colleagues, parents and students on primary school matters.
· To monitor and evaluate the effectiveness of communication relating to SKIPS with parents, including parents’ conferences, reports, the use of the website, and all other informal means of communication.
· To oversee the annual review and publication of the SKIPS Student and Parent Handbook.

· To publish the Weekly Bulletin for SKIPS parents including a message from the Head of Primary. 
· To contribute regularly to the school publications. 


	Marketing 
	· To contribute to all school marketing and liaison activities, including Open Days, and other events. 

· To ensure that all materials relating to SKIPS published to parents and students are appropriate and of good quality. 

· Liaison with feeder schools and external agencies. 

· To actively promote the establishment of effective links with external agencies, in the UK and elsewhere. 

· To manage the available resources of space, staff, money and equipment efficiently within the limits, guidelines and procedures laid down. 



	Personal Development


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



	Other
	· Promotes and embodies the Prestigion K12 Education Group’s organizational values and work culture:

Agility

Customer Centrism

Agency 

Collaboration

Intelligence

Audacity

Wellbeing

Academic Quality

Dignity

Integrity

· Each individual must ensure that they meet their statutory responsibilities and Company policies with regard to Health and Safety, Equal Opportunities and other relevant legislation.

· A commitment to safeguarding and promoting the welfare of all pupils.

· Willingness to undertake appropriate child protection training when required. 




PERSON SPECIFICATION
	KNOWLEDGE AND EXPERIENCE

	Essential:
	Desirable:

	· Graduate (with a good Masters’ Degree/Bachelor’s Degree).

· Qualified Teacher Status.

· Minimum of five (5) years leadership experience, three (3) at senior leadership level (AHT or above)
· Evidence of leading, supporting and managing others, both individuals and teams, ensuring high quality performance.

· Evidence of continuous self-development and updated knowledge in the fields of teaching and learning and education management, particularly in the areas of responsibility for this post.
· Experience of presenting to a wide audience including teachers, managers, governors and parents. 

· Experience of managing and implementing change successfully at whole school level. Experience of using coaching as a model for ensuring ongoing professional development particularly with subject leaders.

	· Experience in Multi-ethnic urban schools or International schools.
· Further qualification(s) e.g. NPQH.
· Experience of working in a 5-11 Primary school.
· Experience of presenting in local, national and/or international education forums. 
· Successful experience of embedding effective pastoral/house systems.



	SKILLS AND ABILITIES

	Essential:
	Desirable:

	· The ability to make sound judgements on standards of teaching and learning observed, giving quality feedback using a coaching model.

· Proven ability to identify and implement strategies to raise standards of Teaching and Learning through line management of subject areas.

· Ability to lead and manage own work effectively and take responsibility for own professional development.

· Excellent communication and presentation skills.

· Ability to carry out the job description.

· Ability to enhance performance by motivating and developing staff, helping them acquire the skills to prepare for more senior roles.

	· Skills in financial planning, budget management and deployment of resources to meet the School vision.

	PERSONAL QUALITIES

	Essential:
	Desirable:

	· Willingness to work hard.
· Willing to keep abreast of new developments both within areas of responsibility.
· Excellent written and oral communication skills.
· Record of excellent attendance and punctuality.

· Enthusiastic and exceptional teacher. 
· Flexible, adaptable, results orientated and able to prioritise, resilient under pressure.

· Awareness of and commitment to equal opportunities and valuing diversity.

· To command and demand respect from the school community.

· A commitment to “personalising learning” for all students in the school.

· Creativity and enthusiasm to promote a positive school image to the local, national and international community.
· The aspirations, talent and enthusiasm to become a Principal.

	· Flexible approach to tasks

· Commitment to networking and the sharing of best practice.
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