[bookmark: bookmark0]IBDP Coordinator Job Description
[bookmark: bookmark1]SUMMARY
The IBDP Coordinator is responsible for educational leadership and management of the IBDP. This is a part-time position that may be combined with a teaching load or another leadership position. The IBDP Coordinator is part of the Senior Management Team. The IBDP Coordinator works collaboratively with and reports directly to the Head of School.
[bookmark: bookmark2]GUIDING PRINCIPLES
· Supports and advances the Mission, Vision and Beliefs of Kazakhstan International School.
· Supports student learning and achievement through cooperative effort and best practices.
· Supports and promotes the Grade 11 - 12 curriculum based upon the IB goals and mission.
· Supports and advances international education.
· Incorporates current research and best practices in decision making.
[bookmark: bookmark3]ESSENTIAL DUTIES AND RESPONSIBILITIES
The IBDP Coordinator's principal focus is on the implementation of the IB Standards and Practices.
Documentation
· Ensure that copies of IBO DP publications are available to all staff. 
· Maintain a record of completed planners.
· Oversee the implementation of the published subject-specific assessment criteria.
· Establish and maintain a cycle of development and review of the units and concepts related to IBDP documentation through data analysis.
· Lead the development and review of the school's scope and sequence.
· Facilitate the development and review of unit planning.
· Collaboratively monitor the effective integration of the key and related concepts.
· Organize systems for communication and Collaboration Planning.
· Attend planning meetings and provide support to teachers in their planning, assessment and evaluation.
· Ensure that essential agreements are formulated for assessment, reporting and for all areas of learning (i.e. assessments strategies, report cards, portfolios, etc). 
· Participate in the development of the school's educational strategic plan.
·  Coordinate assemblies related to the IBDP and its components.

Professional development
· Ensure that staff are made aware of professional development opportunities.
· Identify professional development needs and opportunities on and off campus.
· Keep a record of workshop attendance and school visits.
· Lead the orientation of new teachers into the IBDP through a series of Induction workshops.
· Promote and conduct ongoing professional development of faculty in relation to the IBDP.
Resource management
· Assist the Principal in identifying resource needs.
· Establish an inventory of resources to facilitate efficient management.
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· Ensure appropriate resourcing for the program.

[bookmark: bookmark4]Communication
· Ensure effective communication and collaboration among all staff members.
· Maintain up-to-date documentation through the IB Website.
· Conduct parent information sessions.
· Involve the parent body in the IBDP (i.e. lead parent workshops, regular written communication about the program).
· Publish articles pertaining to the programme in the school newsletter.
· Circulate all relevant information received from the IBO.
· Prepare and submit documentation required for evaluation.
· Ensure that all requirements of the IBO concerning the programme are met.
· Act as the liaison between the school and the IBO.
· Provide outreach to the wider IBDP community through MyIB discussion forums, e-mail and school visits.
· Establish/maintain links with other IB schools in the region.
· Support teachers with the implementation of their professional goals in relation to the IBDP.
· Performs such other tasks and assumes such other responsibilities as may from time to time be assigned by the Principal.
QUALIFICATIONS
It is expected that candidates for this position will be highly qualified educators able to lead a faculty in order to make a distinct improvement in the learning environment and learning outcomes of our students. Characteristics of the ideal person for this position would include:
· An outstanding educator.
· A team player.
· A Masters Degree (or pursuing one) in Education, Education Administration or Curriculum Studies.
· A minimum of 5 years’ teaching experience.
· Extensive experience with the IBDP and familiarity with the IB PYP and MYP.
· Excellent interpersonal skills with the ability and desire to work collaboratively with the school community.
· Experience in developing and implementing professional development.
· Highly organized with excellent writing, technical and communication skills.
· An ability to work independently and to be an effective leader and manager of a team.

The Job Description may be reviewed at the end of the academic year or earlier if necessary. In addition it may be amended and duties varied to meet the changing needs of the school at any time.

Receipt of the above agreed Job Description is acknowledged. 
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