Secondary Principal Job Description

The Secondary Principal is part of the School Leadership team, which consists of
· Head of School

· Primary Principal / Deputy Head 

· Secondary Principal 
· Programme Coordinators (PYP, MYP, DP)
· Head of Administration

The Secondary Principal leads the Secondary School Team in close collaboration with the DP and the MYP Coordinators. 
The role currently entails a 20%- 30% teaching load.
School Development

· Support SLT in writing and implementing school development plan

· Support SLT  with defining school policies

· Implement school development plan for secondary section
· Suggest projects of school development

· Promote mission statement amongst all community members

· Promote internationalism, student-led initiatives, positive learning atmosphere, positive student behavior and parent involvement

Teaching and Learning
· Supervise and monitor the quality of teaching

· Maintain an outstanding environment and culture of high aspirations and care for the students

· Supervise that teachers act according to regulations of staff handbook

· Assist Head of School  in recruiting new staff

· Responsible for induction of new staff members

· Coordinate appraisal procedure in coordination with MYP and DP coordinators 
· Monitor the overall academic standards within the secondary school.

· Monitor the application of assessment principles, policies and practices within the secondary school

· Interpret assessment results and ensure these are used to regularly evaluate the effectiveness of the curriculum, instructional practices and student learning.

Students
· Encourage and motivate students to achieve their full potential and support those with special educational needs

· Enable students to be actively involved in shaping of the secondary activities and school life and ensure that their views are listened to and respected

· Provide opportunities for enhanced student learning through extra-curricular activities and educational visits 
Parents

· Ensure that appropriate communication links are maintained with parents 

· Keep parents/community informed of school activities
· Organize meeting times between parents/students/teachers to discuss progress
· Maintain close contact with parents/carers and be available to meet when required
· Establish genuine partnerships with parents
Administrative

· Act as Acting Head of School when required.

· Organize and chair secondary staff meetings
· Meet regularly with Head of School 

· Co-ordinate the admissions of students together with the Head of School.

· Produce and update the School calendar and timetables in co-ordination with the Head of School.

· Co-ordinate the updating and publication of Handbooks for staff, students and parents.

· Produce duty rosters 

· Responsible for the overall discipline and pastoral welfare of the students.

· Co-ordinate orders for teaching materials and equipment. 
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