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St Mark’s Anglican Community School (St Mark’s) opened in 1986 and is the foundation school of
AngliSchools. As a Kindergarten to Year 12 Anglican school, St Mark’s provides a high quality, inclusive,
caring education grounded in the Anglican tradition.

The School is a centre of excellence in teaching and learning, pastoral care, worship, and service. St
Mark's is committed to fostering growth in character, service and learning in a Christian and Child-Safe
environment.

St Mark’s is a values-driven community guided by our values of Faith, Inclusion, Respect and
Excellence. The School motto is Seek Truth and Wisdom.

POSITION SUMMARY

The Visual Arts Coordinator is responsible to the Head of the Arts and Creativity for the Visual Arts
learning area, from Years 7 to 12, including key responsibility for the Year 11 and 12 WACE courses,
general courses and Certificate courses. The Coordinator’s position attracts a 0.1 FTE time allowance.

REPORTING RELATIONSHIPS
The Coordinator of Visual Arts is responsible to the Head of the Arts in all aspects of the position. The
Coordinator of Visual Arts is responsible for teachers in their department.

RESPONSIBILITIES
Curriculum Leadership

° Prepare and/or approve (sign) all syllabus programs to be used by their staff before
submitting to the Head of the Arts and Creativity.

. Implement appropriate assessment and recording procedures and keep records.

. Monitor all level and grade allocations.

. Give leadership in relevant curriculum development.

. Provide relevant information to the Head of the Arts and Creativity in respect to the
development of the timetable.

. Oversee the entry of student data into programs and marks books.

° Supervise the setting of papers and marking procedure for all tests and examinations.

. Institute procedures to ensure comparability within the subject area.

. Coordinate the submission of semester reports and grades.

. Speak/present at Parent/Student information evenings as required.

Student Services

. Allocate and/or re-allocate students in order to form subject class groups, as required.

° Implement remedial and/or enrichment procedures for students with special needs, abilities
and interests.

° Foster and facilitate relevant extra-curricular activities which complement and/or

supplement the subjects taught in the department (e.g., clubs, intra/inter school
competitions).

Staff Services

. Assist the Head of the Arts and Creativity, Deputy Principal and Principals with the selection
and appointment of staff to teach in the subject area.
° Provide support and feedback to staff as required.
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° Conduct regular meetings with the Visual Arts staff in order to discuss teaching strategies,
syllabus content, marking, comparability and other relevant matters.
. Liaise with the Head of the Arts and Creativity and Heads of Schools in relation to all subject
oriented excursions and activities.
. Give active support to all teachers in their subject area.

Resource Management

. In conjunction with the Head of the Arts, prepare annual budgets for your subject area.

. Order and control the use of all learning and teaching equipment and materials.

° Assist with maintenance and acquisition of resource material to support curriculum studies
and for repair of audio visual equipment.

° Liaise with the Head of the Arts and Creativity and the Business Manager in regard to all
above resources and finance matters.

. Be responsible for and control expenditure from the allocated subject budget.

Heads of Leadership are to be available for School meetings for up to five working days per annum
during School vacations, as determined by the Principal in consultation with the staff concerned

Duty statements are dynamic documents and the Principal reserves the right to vary the required
duties at any time.
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