
 

 

 
 

Head of Department 
Position Description 

 
Vision:  Personal Success | Global Outlook| Shared Humanity 
Mission: Empowering students to cultivate character and conscious through purpose and human 

connection, prepped to thrive in a changing world. 

All employees are expected to support the Somerset College community in the continued promotion of the philosophy 
of the College which is reflected in the current Strategic Plan.  Employees are expected to respect the confidentiality 
of the individual, and to treat all members of the College community with courtesy. 

All appointments are at the Headmaster’s discretion, utilising the criteria, referee checks, work performance and the 
like to build a complete profile.  The Headmaster reserves the right to invite applications and appoint without interview. 
 
 
 
1. Position Overview 

This position is responsible for is responsible for the leadership, management and supervision of the 
Department’s teaching and learning programme and has oversight of facilities and equipment in consultation 
with other relevant staff.  The Head of Department is responsible for student outcomes, reflecting an emphasis 
on the highest levels of student engagement and achievement. 

 

2. Appointment 
2.1 This position is appointed by the Headmaster in consultation with members of the College 

Leadership Team and is responsible to the Acting Deputy Headmaster - Studies or their delegate 
(Supervisor). 

2.2 This position is a Teacher appointment to a Position of Added Responsibility (PAR) in accordance 
with the Somerset College Enterprise Agreement (as varied from time to time). 

2.3 The position attracts wages and conditions as determined through the College Enterprise 
Agreement and documented on appointment, and as periodically reviewed. 

2.4 A teaching load is timetabled and is determined to reflect the administrative and curriculum 
responsibilities of the position. 

 
3. Duties and Responsibilities 
 

The definable duties of the Head of Department include the following: 
 
3.1 Management 

3.1.1 Prepare the yearly Department calendar. 
3.1.2 Prepare and manage the Department budget. 
3.1.3 Promote the Department and give opportunities for staff and students to present the 

Department's work to the community. 
3.1.4 Chair Department meetings. 
3.1.5 Co-ordinate Department functions and awards. 
3.1.6 Establish and maintain effective communication with stakeholders 
3.1.7 Establish, maintain and develop professional contacts and attend professional courses 

where applicable. 
3.1.8 Ensure learning environments and activities conform with approved workplace health and 

safety regulations. 



 

3.1.9 Maintain and account for all equipment and resources supplied for the Department. 
3.1.10 Ensure adequate care and storage of student work in process or awaiting evaluation. 
3.1.11 Attend Academic Leadership Team (ALT) meetings and contribute to College Policy and 

Curriculum planning and implementation. 
3.1.12 Lead and support appropriate enrichment and remediation activities such as extra tutorials. 
3.1.13 Maintain a degree of flexibility in working hours as required. 
3.1.14 Schedule workflow, solve operational problems, monitor and counsel staff for Department 

related matters. 
3.1.15 Accept that the College reserves the right to modify the position to meet its operational 

requirements, 
3.1.16 Monitor academic progress and ensure compliance and evaluation requirements for external 

assessments are met. 
3.1.17 Assist in the selection and induction of teaching and support staff. 
3.1.18 Foster a collaborative culture within the Department which is focussed on improvement at 

both the College and Department level. 
3.1.19 Induct all incoming staff and oversee their mentoring. 
3.1.20 Operate the Department so that all staff have opportunities to contribute to curriculum 

planning and other activities. 
3.1.21 Undergo an annual Goal Setting Review with your supervisor - Deputy Head – Studies. 
 

3.2 Curriculum  
3.2.1 Co-ordinate and supervise the writing of curriculum documents in both the International 

Baccalaureate (IB) Middle Years Programme (MYP) and QCAA. 
3.2.2 Ensure annual evaluation of internal curriculum documents in the department. 
3.2.3 Inform teachers of any requirements or procedures of external authorities (QCAA), and 

ensure teachers adhere to these requirements. 
3.2.4 Lead pedagogical practice in the department, based on evidence-based strategies and 

current research. 
3.2.5 Oversee the assessment procedure and the reporting process in the department. 
3.2.6 Oversee internal moderation to ensure comparable standards of testing and marking. 
3.2.7 Participate in QCAA external moderation systems. 
3.2.8 Ensure the appropriate materials for QCAA endorsement reflect Senior General Syllabus 

and are provided in the required timeframes. 
3.2.9 Engage in the analysis of senior subject data and alter teaching and learning practices 

accordingly. 
3.2.10 Ensure detailed documentation (TLAPS) for all senior courses in the Department. 
3.2.11 Have oversight of the student assessment and reporting, relevant to the department, 

ensuring it meets the policy of the College. 
3.2.12 Support September Year 12 Student External Exam Workshops.  
3.2.13 Liaise with tertiary and other providers/businesses to create links for students and the 

College, relevant to the department. 
 

3.3 Staff  
3.3.1 Encourage and expect the highest standards of teaching. 
3.3.2 Act as a role model for staff and aspiring leaders within the faculty 
3.3.3 Encourage consistency in teaching methodology and continuity in curriculum pedagogy. 
3.3.4 Support Staff in their professional growth. 
3.3.5 Work with the Assistant Head of Department in coaching, mentoring and goal setting; and 

ensure the process of instructional coaching is ongoing for all staff in the department by 
leading and participating in this process. 

3.3.6 Supervise and evaluate the work of teachers in the department and advise the Deputy 
Head – Studies on staffing matters and progress. 

3.3.7 Working with Learning Enhancement, ensure departmental staff engage in inclusive 
practices that support student needs and NCCD practices/requirements. 

3.3.8 Advise and assist teachers with student management. 
3.3.9 Organise a programme of relevant staff development to meet departmental goals and 

needs identified through faculty data. 
3.3.10 Issue guidelines and safety instructions to all staff as appropriate. 
3.3.11 Support the Behaviour Management Policy for Senior School students. 
3.3.12 Promote professional attitudes among staff and among fellow Heads of Department. 
3.3.13 Participate in the performance and probationary reviews of all staff in the Department. 



 

3.3.14 Arrange suitable work for classes when absent staff are unable to do so. 
3.3.15 Effectively manage change, work with initiative and collaborate with the Department staff. 
3.3.16 Inform the Deputy Head – Studies on annual staffing requirements and subject allocations. 

 
4. Position Requirement 

4.1 Strong working knowledge of Business and Humanities curriculum with relevant qualifications in one 
of these areas. 

4.2 Leadership experience in a similar role (or higher) within an educational setting  
4.3 The ability to plan and deliver quality teaching and student-focused learning outcomes 
4.4 Experience in International Baccalaureate (IB) Middle Years Programme well regarded. 
4.5 Experience teaching at a senior level across Business (Economics, Business, Legal, Accounting) 

or Humanities (History, Geography, Philosophy) is required. 
4.6 Ability to foster innovation, creativity, and a passion for learning within students. 
4.7 A commitment to encourage excellence in academics, co-curricular, personal development and an 

educational journey that empowers personal student successes. 
4.8 High standards of professionalism, personal integrity, discretion, and resilience 
4.9 Ability to effectively corroborate, interact and maintain professional relationships with students, 

parents, colleagues, and the broader College community 
4.10 A genuine commitment to holistic student education, and physical, social, and emotional wellbeing 

to prepare student to be informed global citizens 
4.11 Queensland College of Teachers Registration, First Aid and CPR certification 
4.12 Suitable physical fitness to perform manual tasks, outdoor duties and classroom activities 

 
5. Other 
 Somerset College employees, and this position incumbent are required to: 

5.1 Contribute to a collaborative team culture. 
5.2 Comply with general expectations as prescribed in the ‘College Expectations’ statement. 
5.3 Carry out other duties as reasonably required by the Headmaster or their delegate. 
5.4 Support the College’s Admissions programme by publicly and privately supporting the College to 

past, present and future families. 
5.5 Support the Admissions programme wherever possible by staffing specific events. 
5.6 Participate in a process of Professional Reflection. This document serves as the basis for that 

reflection. 
5.7 Participate actively in professional development opportunities provided by the College. 
5.8 Actively participate in the College’s Wellbeing Programme and support the programme to the 

Somerset and broader community including past, present and future families. 
5.9 Comply with Work Health and Safety requirements including those detailed in the Safety 

Management System. 
5.10 Actively participate in the College’s Programmes and initiatives and support them to the Somerset 

and broader communities. 
5.11 Share responsibility for the articulation and implementation of the Somerset College Strategic Plan. 
5.12 Treat all matters communicated to Staff as confidential and not to be discussed with students, 

members of the College community, or the public. 
5.13 Accept that the College reserves the right to modify this role to meet its operational requirements. 
5.14 Demonstrate, follow and support the College’s philosophy, Staff Code of Conduct, policies and 

procedures, core values and commitment. 
5.15 Efficiently use College resources for College business only and ensure that financial and authority 

commitments are pre-approved by staff with the appropriate delegations. 
 

6. Acknowledgement 
 
I have read and understood this position description and in signing this document agree that I can fulfill the 
requirements of this role: 
 
 
Name: Signature: Date: 
 


