Logo of the School		Job Description – Head of Department


	Position Title
	E.g. Head of Department (Should clearly reflect the nature of the job)

	Reports to
	E.g. Principal, Deputy Principal (Describe the person the employee reports to)

	Direct Reports
	E.g. Teachers of Mathematics (Describe the person/s who directly report to them)

	Working Relationships
	External: e.g. SPELD Teacher; MoE (Describe key external)

Internal: e.g. Principal, Deputy Principal, Teachers (Describe key internal relationship)



Purpose of the position
E.g. Describe the overall responsibilities of the job in one or two sentences

	Key Responsibilities
	Appraisal Indicators

	E.g. Leading the staff of the department  
	E.g. Staff are motivated and supported in their teaching of mathematics 

	
	

	
	

	
	



Tasks and DutiesE.g. 
- Leading Department meetings on alternate Wednesday mornings 

Make sure to include:
-Ensuring the safety and wellbeing of themselves, others and students at all times
-Any other duties as required from time to time



General ResponsibilitiesE.g. Comply with all board policies and relevant legislation


Declaration:

	Approved by:
	Signature of the person with the authority to approve the job description

	Date approved:
	Date upon which the job description was approved

	Reviewed:
	Date when the job description was last reviewed

	Appointee:
	Signature of the appointee

	Date appointed:
	Date upon which the appointee has been offered the position
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