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Position Description
Head of Junior School (Pre-K - Year 5)

The Armidale School
The Armidale School (TAS) is a co-educational Anglican boarding and day school with a Junior School (Pre-Kindergarten to 
Year 5), Middle School (Year 6-8), and Senior School (Year 9-12). The School has an enrolment of approximately 650 students, 
including over 240 boarders. TAS is an accredited International Baccalaureate World School offering the Primary and Middle 
Years Programmes.

TAS values and actively pursues individual academic performance and effort, but a TAS education is a comprehensive one, 
presenting every student with the experiences that create character and resilience, promote creativity, initiative and
leadership and prepare them for life. We are proud of our history and traditions and membership of the GPS, yet at the same 
time we are liberal and progressive.

TAS staff are intrinsically involved in all aspects of the co-curricular program, allowing them to build greater understanding 
and rapport with each student.

Role Statement
At this exciting time in the School’s history, with growing enrolments from Pre-Kindergarten to Year 12, TAS is seeking to 
appoint a full time Head of Junior School, ideally commencing in Term 1 2023.
 
A background in school academic leadership, a strong understanding of curriculum and best practice in teaching and 
learning is essential. Proven ability in the development and implementation of a strategic plan would be advantageous.  

This role is a full-time position with a 0.6 FTE time allocation for this role. The remaining 0.4 FTE will be a teaching allocation.

Position Overview
The Head of Junior School is a senior leadership role within the School, responsible for the overall leadership, management 
and success of the TAS Junior School from Pre-Kindergarten to Year 5.  The position ultimately reports to the Principal. 
However, for day-to-day matters, the position will report directly to the Deputy Principal.

The Head of Junior School is expected to be a role model with respect to leadership style, management of issues and 
professional and positive behaviours.

As an active member of the School Executive team, the Head of Junior School is expected to actively consider and contribute 
to the whole School strategic goals while also maintaining responsibility for leadership of the Junior School. 

While the primary responsibilities of the position are articulated, it is expected that the incumbent will engage with the wider 
School Community and participate fully in events and activities, playing an ambassadorial role as a representative of  
The Armidale School.

This Position Description is a guide only and is not intended to be an exhaustive or exclusive list of the duties of this Position.

The Position Description is subject to review and modification by the Principal in response to the changing needs of the 
School.



Key Result Areas
1.    Oversight of Junior School and Day to Day Operations

 Z Oversee all day-to-day management of the Junior School
 Z Develop and implement programs aligned with the International Baccalaureate’s mission of international mindedness 

and lifelong learning
 Z Liaise with the Director of Teaching and Learning regarding staffing and timetabling
 Z Supervise and maintain high levels of safety, pastoral care and general welfare for students
 Z Oversee and manage parent information nights, parent/student/teacher conferences and other meetings as required
 Z Oversee the operation of the School’s After School & Vacation Care centre.

2.     Strategic Leadership 

 Z Develop and implement outstanding opportunities for teaching and learning for a wide range of academic abilities 
across a broad range of NESA curricula and other co-curricula offerings

 Z In line with the academic vision of the School, and in consultation with the Director of Teaching and Learning and the 
PYP Coordinator, lead the academic performance of the Junior School

 Z Lead best practice in teaching, learning and pastoral care
 Z Promulgate and promote key strategic objectives to staff, ensuring that there is understanding, engagement and 

participation within all levels of Junior School
 Z Maintain an excitement and passion for learning through the establishment of creative programs, involvement in School 

wide events and co-curricular clubs and programs.

3.     Staff Leadership and Management

 Z The Head of Junior School will guide, monitor and evaluate staff performance, recruitment, induction and professional 
development where relevant to the Junior School environment

 Z Facilitate a positive and dynamic working environment for all staff ensuring a collaborative approach to teamwork, 
ensuring open communication, transparent and effective decision making

 Z Liaising with the Director of Teaching and Learning and other key staff, address and resolve matters of sub-par 
performance and conduct in accordance with School policies, Codes of Conduct, procedures and values.

4.     Promotion and Enrolments

 Z Conduct enrolment interviews with prospective Junior School students and families and facilitate a smooth induction 
and transition process for new students and families

 Z Organise and attend School events such as assemblies, presentations, activities and school camps.

Experience and Qualifications Required
 Z Appropriate qualifications together with a current NESA (or equivalent) registration
 Z Experience in a leadership role within a school environment
 Z Proven ability in Junior School teaching
 Z Current knowledge of curriculum, educational trends, schooling practices and policy developments as they relate 

to the education sector



 Z Be able to provide evidence of successful strategic curriculum leadership and management, and the improvement 
of student learning outcomes

 Z Possess an understanding of the International Baccalaureate Programmes
 Z An informed understanding of the evolving role of technology in and beyond the classroom
 Z Current knowledge of appropriate content and pedagogy relevant to student and staff learning outcomes
 Z Exceptional verbal communication skills to support a range of interactions with a diverse range of internal and 

external stakeholders
 Z Excellent written communication skills with the proven ability to correspond with a number of stakeholders in a 

professional manner
 Z Proven ability to build trust and capacity within staff teams
 Z Commitment to the Anglican values and ethos of the School
 Z Excellent organisational and time management skills, with the ability to work under pressure, deal with multiple 

priorities and meet deadlines in a flexible, proactive and responsive manner
 Z The ability to work collaboratively as part of a team, supporting others in their role as required
 Z An extremely high regard for confidentiality, reliability and integrity in respect to all interactions with members of 

staff and the wider community
 Z A commitment to continuous improvement and valuing diversity
 Z A positive outlook, exceptional interpersonal skills and high emotional intelligence
 Z Demonstrated ability to build authentic, collaborative and productive relationships
 Z Flexibility and a willingness to adapt to changing needs and requirements of the position

 Z Energy, enthusiasm and a good sense of humour.

Experience and Qualifications Required
 Z Appropriate qualifications together with a current NESA (or equivalent) registration
 Z Experience in a leadership role within a school environment
 Z Proven ability in Junior School teaching
 Z Current knowledge of curriculum, educational trends, schooling practices and policy developments as they relate to the 

education sector
 Z Be able to provide evidence of successful strategic curriculum leadership and management, and the improvement of 

student learning outcomes
 Z Possess an understanding of the International Baccalaureate Programmes
 Z An informed understanding of the evolving role of technology in and beyond the classroom
 Z Current knowledge of appropriate content and pedagogy relevant to student and staff learning outcomes
 Z Exceptional verbal communication skills to support a range of interactions with a diverse range of internal and external 

stakeholders
 Z Excellent written communication skills with the proven ability to correspond with a number of stakeholders in a 

professional manner
 Z Proven ability to build trust and capacity within staff teams
 Z Commitment to the Anglican values and ethos of the School
 Z Excellent organisational and time management skills, with the ability to work under pressure, deal with multiple priorities 

and meet deadlines in a flexible, proactive and responsive manner
 Z The ability to work collaboratively as part of a team, supporting others in their role as required
 Z An extremely high regard for confidentiality, reliability and integrity in respect to all interactions with members of staff 

and the wider community



 Z A commitment to continuous improvement and valuing diversity
 Z A positive outlook, exceptional interpersonal skills and high emotional intelligence
 Z Demonstrated ability to build authentic, collaborative and productive relationships
 Z Flexibility and a willingness to adapt to changing needs and requirements of the position
 Z Energy, enthusiasm and a good sense of humour.

Child Protection
The Armidale School is fully committed to the protection of children and young people during all School activities and 
environments both within and outside of school hours.
 
It is expected that all staff will:

 Z Be aware of, understand and comply with the principles of the Child Protection and Mandatory Reporting    
requirements at all times

 Z Ensure adherence to the School’s Child Protection Policies and demonstration of behaviours in accordance with   
these

 Z Undertake regular training and professional development in Child Protection
 Z Respond according to the School’s policies and procedures when interacting with children, taking     

immediate and appropriate action towards all allegations and concerns
 Z Treat all allegations and concerns very seriously
 Z Be committed to providing a safe environment for all children, promoting physical, emotional and cultural    

safety.
 
Employment with The Armidale School is subject to school policies including, but not limited to:

1. The School Child Protection Policies (including Mandatory reporting and Working with Children’s Checks Policy)
2. Staff Code of Conduct
3. Work Health & Safety
4. Bullying and Harassment.

All applications must be submitted via Seek.  Applications should include an up to date resume with 3 references and a 
letter of interest addressing the candidates relevant experience under the key result areas.
 
For further information please contact Dr Rachel Horton– Principal  via Mrs Vickey O’Brien, Executive Assistant to the Principal 
on (02) 6776 5806 or executiveassistant@as.edu.au
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