
POSITION DESCRIPTION 

POSITION TITLE Head of Department (6-12) 

REPORTS TO Deputy Principal, Head of Senior School, and Head of 
Middle School 

 

Issued May 2026  Page 1 

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 Head of Department (6-12) should have a future-focused, evidence-informed and visionary 
approach, in order to play a key role in assisting the School in collaboratively working towards its 
strategic vision. The Head of Department should be a role model as an educator and professional 
learner, and a mentor for staff. They should display the qualities of a good leader, manager and 
administrator that are congruent with the mission and values of the School. The position is one that 
requires knowledge, innovation, and leadership in relation to curriculum, pedagogy, and staff 
development. 

At St Mark’s, Heads of Department are leaders within the curriculum related areas of the School. This 
role involves the leadership of a core aspect of learning, including responsibility for curriculum, the 
learning and teaching process, resources, and staff in their department, from Years 6-12. 

The Head of Department directly influences the quality of teaching and learning in their department 
and throughout the School. They coordinate programs that: engage and challenge students to learn 
and to be their best; differentiate for diverse individual educational needs; and incorporate digital 
technologies to enhance learning. 
 
REPORTING RELATIONSHIPS  

The Head of Department is responsible to the Deputy Principal, Head of Senior School, and Head of 
Middle School in all aspects of the position. 

The Head of Department is responsible for teachers in their department. 
 
RESPONSIBILITIES  
General  

• Be supportive of the Anglican Identity of the School.  
• Work with staff to ensure the implementation and maintenance of School policies and 

procedures.  
• Comply with the St Mark’s Staff Code of Conduct and actively contribute to creating and 

maintaining a child safe environment.  
• Teaching load (for FTE refer to contract).  

 
Leadership  

• Take joint responsibility, with other School leaders, for the development and promotion of the 
School’s vision, mission, values and motto. 
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• Partner with the School Executive in implementing decisions and initiatives, and work towards 
achieving objectives within the School’s strategic focus areas. 

• Create and implement an Operational Plan for the department that drives achievement and 
improvement that supports and moves forward the School Strategic Plan. 

• Present at appropriate parent and student information events, such as Parent Information 
Evenings. 

• Participate in the work of the Curriculum Team, including preparing for and participating in 
Curriculum Team and other relevant meetings. 

TEACHING AND LEARNING   

• Be an exemplary teacher who models evidence-based practices to improve student learning. 
• Be innovative and creative in thought and remain abreast of current educational and 

leadership research. 
• Be abreast of curriculum developments in department courses and oversee their 

implementation. 
• Develop a culture of continuous improvement in teaching and learning by placing learning at 

the centre of strategic and operational planning. 
• Lead and support department staff in the understanding and implementation of best practice 

curriculum design, pedagogy, feedback, assessment and student learning practice. 
• Oversee the development of policies, programs and plans that are consistent with the School's 

Strategic Vision, including overseeing the creation and improvement of syllabus programs and 
course outlines, and ensure they are in line with SCSA guidelines. 

• Oversee the creation, monitoring, and updating of SEQTA marks books to ensure they are 
correct and comply with SCSA assessment weightings. 

• Supervise the setting of papers and marking procedure for all tests and examinations. 
• Coordinate the submission of semester reports and grades, including providing guidance 

related to grade allocations as per Judging Standards (Year 6-10) and Grade Related 
Descriptors (Year 11 and 12). 

• Ensure departmental staff meet reporting deadlines according to published timelines. 
• Provide relevant information to the School Administration in the construction of the timetable. 
• Oversee and role model moderation practices for assessments across year groups within the 

department to ensure consistency and comparability. 
• Use and track student achievement data and implement intervention and oversee strategies 

for students at academic risk within courses offered by the department. 
• Coordinate and consider the relevant subjects and courses offered by the department. 
• Contribute to the allocation of students in classes to enable their academic success. 
• Seek opportunities to engage in cross-curricular learning that focusses on showing growth in 

the general capabilities and cross curricular priorities. 
• Oversee the offering of extra-curricular activities which may include clubs and competitions. 

 
STAFF AND RELATIONSHIPS  

• Lead and support the creation of a culture that sets high expectations for staff, including 
providing clear direction to enthuse and motivate their team of teaching and support staff to 
optimise curriculum delivery appropriate to the specific learning needs of students. 

• Assist the Principal and Executive in the selection and appointment of department staff. 
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• Conduct induction, probation, goal setting, development, review, and performance 
improvement with staff in line with the School Staff Development Policy. 

• Coordinate and supervise pre-service teacher placements in liaison with the Head of Teaching 
and Learning. 

• Facilitate department meetings that focus on achieving agreed departmental goals that are 
measured, reviewed, and in line with the strategic focus areas of the School. 

• Mentor new staff to the department and ensure their transition through the probation period. 
• Provide behaviour management guidance and support to department staff. 
• Oversee respectful and effective communication with 

 
ORGANISATION AND ADMINISTRATION  

• Be responsible for and control expenditure from the department budget. 
• Oversee the ordering, use, and maintenance of teaching and learning equipment, resources, 

venues, facilities, and equipment within the department. 
• Organise and oversee relevant department events and activities, which may include 

incursions, excursions, competitions, carnivals, performances, and camps. 
• Liaise with the Principal and Business Manager regarding resourcing. 
• Liaise with the Head of Teaching and Learning to plan, budget, and approve professional 

learning for the department. 
• Support the Heads of School in operations including subject selection, parent information, 

examinations, and reporting. 
• Ensure members of the department meet relevant deadlines. 
• Promote the achievements of students and staff within the department via liaison with 

Community Relations. 
• Communicate clearly and keep thorough records. 
• Seek to be a steward of the environment in reducing the use of consumables across the 

Learning Area.  
 
Heads of all major departments 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.  
  
  
 


