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About St Mark’s Anglican Community School

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.

About the Role

The Head of Senior School leads a teaching and administrative team, and a team of Academic
and Pastoral Care leaders. The Head of Senior School is a member of the Executive, a leader
of the Curriculum and Pastoral Care Teams and is responsible for staff management, and the
pastoral care and academic performance of students in the Senior School, Years 9-12,
inclusive.

Strategy

e Provide and facilitate transformational leadership in innovation, staff development,
student learning and wellbeing, pedagogy and curriculum.

e Contribute to the School's Master Plan and the design and development of new and
existing learning spaces.

e Play a lead role in the development, implementation and ongoing review of the
School’s Strategic Plan.

e Develop policies, programs and plans that are consistent with the School's Strategic
Vision.

Staff & Relationships

e Provide and facilitate transformational leadership in innovation, staff development,
student learning and wellbeing, pedagogy and curriculum.

e Contribute to the School's Master Plan and the design and development of new and
existing learning spaces.

e Play a lead role in the development, implementation and ongoing review of the
School’s Strategic Plan.

e Develop policies, programs and plans that are consistent with the School's Strategic
Vision.
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Organisation & Administration

Work closely with the Deputy Principal, Heads of Department and Timetabler in order
to advise on the construction and management of the School timetable and staff
supervision requirements for the campus.

In conjunction with the Executive Team, review and oversee the development and
implementation of policy and procedures.

In liaison with the Executive Team and administrative staff, help prepare the School
calendar.

In consultation with the Deputy Principal, assist the planning, communication,
proofing, printing and distribution processes for reports for Senior School students.
Attend Chapel Services, and organise and attend Assemblies and student meetings as
required.

In liaison with the Deputy Principal and Head of Middle School, oversee course
selection processes, including organisation of course counselling processes and
production of course booklets and their publication.

Possess strong organisational and administrative skills and keep thorough records.
Oversee and manage relevant School and ASC policy updates.

Liaise with the Business Manager, Heads of School, Deputy Principal and IT Manager
in the development and implementation of appropriate IT infrastructure, resources,
procedures and support.

Work with the Executive to ensure that the physical resources for teaching and
learning are developed and maintained to the highest possible standard at all times.
Assist in the interview process with prospective students and their parents for places
across the School.

Liaise with the Admissions Officer regarding current and prospective enrolments,
including exchange students and students recruited through Anglican Schools
Commission International (ASCI).

Assist in the planning and presentation of orientation and induction programs for
students and parents.

Assist with School tours for prospective students and families.

Organise and be responsible for the examination process for students, including
preparation of examination timetables, organisation of procedures and supervision,
rooming and furniture requirements, etc.

Act as the School’s contact person for the School Curriculum and Standards Authority
(SCSA) for all issues relevant to Senior School.

Be responsible for all enrolments, reporting and data collection as required by the
SCSA.

Be responsible for organising all SCSA requirements for students involved in ATAR
examinations, special provision requests, etc.

Coordinate the Valedictory celebrations for Year 12 students.

Assist in the organisation and presentation of the St Mark’s Presentation Ceremonies.
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Leadership & Management of Learning / Educational Leadership

e Demonstrate an excellent record in senior leadership in an educational setting.

e Demonstrate a capacity to adapt to and manage significant changes.

e Provide vision and leadership in the development of best practice in teaching and learning.

e Inspire and motivate the School community towards high educational standards.

e Co-chair the Curriculum and Pastoral Committees.

e Ensure a challenging and flexible curriculum that is supported by creative and responsive
teaching and effective learning environments.

e Liaise with the Deputy Principal to use student data to improve outcomes and develop and
oversee measures to effectively track students’ academic progress.

e Work closely with the Head of Digital Learning to promote, encourage, model and monitor the
use of digital technologies to support, enhance and extend teaching and learning throughout
the Senior School.

e Provide programs to the Senior School community that support and extend our students.

e Liaise with the Heads of School and Deputy Principal in the day-to-day management and
leadership of the cocurricular offerings of the School.

e Work with Deputy Principal and Heads of Department in establishing learning area
development plans, curriculum implementation, pedagogy and assessment strategies that
promote and sustain School improvement.

e Ensure that learning spaces and facilities are set up, developed and utilised for optimal
learning.

e Support staff to develop a distinctive approach to pedagogy and curriculum to address the
developmental and differentiated needs of students.

Leadership and Management of Student Wellbeing

e Provide leadership in maintaining the highest standards of student behaviour and presentation
and oversee all matters relating to discipline and student attendance in the Senior School.

e Ensure the safety of students in the Senior School.

o Meet regularly with the Senior School Heads of Year and School Wellbeing Team to discuss
pastoral and wellbeing issues of students.

e Be knowledgeable about factors affecting the wellbeing of Senior School students and skilled
in supporting and identifying strategies for students and their families who are experiencing
disruption to their wellbeing.

e Provide and facilitate counselling and support for parents and students.

e Monitor and implement behaviour management policies and procedures for students in the
Senior School.

e Liaise with staff on student pastoral issues.
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Communication

Promote and facilitate opportunities for collaboration between staff across the secondary
school.

In consultation with the Principal and Deputy Principal, facilitate key academic
communications with School families.

Promote the School in the broader community.

Establish positive relationships with parents/caregivers of the School and work with them for
the benefit of students and the School.

Demonstrate excellent oral and written communication skills and the ability to provide
constructive feedback to peers.

Develop and maintain structures for effective liaison and consultation.

Seeking first to understand, display active listening skills.

Ensure relevant policies and processes are communicated, known and followed.

Personal Attributes

Always display reliability, confidentiality, discretion, wisdom and sound judgment.

Model the highest standards of professional practice and interaction with students, staff and
other community members.

Display educational and personal philosophies that align with the mission and values of the
Anglican Schools Commission and of the School.

Adopt an inclusive and open management style, being approachable, a good listener and
effective communicator, and modelling enthusiasm, warmth and energy.

Display a highly developed capacity to motivate staff, develop their talents and build teams.
Display proactive and strategic thinking.

Promote and embody the School's values, and display strong moral principles which are
underpinned by honesty, integrity and fairness.

Demonstrate emotional intelligence and empathy in building trust and a positive learning
atmosphere across the School community.

Encourage a growth mindset amongst others by creating a low risk / high challenge
environment that will encourage innovation and a commitment to continuous improvement.
Attract, retain and develop high quality staff.

Qualifications

e Be an active member of relevant professional organisations.

e Hold a master’s degree in a relevant field (e.g. Educational Leadership) or have commenced

such study, intending to complete the qualification within a reasonable timeframe.
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e Hold current registration, or have the ability to obtain registration, with the Teachers
Registration Board of Western Australia.

e Hold a current Working with Children Clearance.

e Have a strong knowledge of the use of SEQTA and the Microsoft 365 suite.

General

e Meet regularly with the Principal, Deputy Principal, Heads of School, other Senior Staff, Head
of Learning Diversity and Inclusion and Head of Futures.

e Work closely with the Deputy Head of Senior School on all matters related to Senior School
people and operations.

e Attend conferences and engage in forums essential for personal professional development,
including national and regional events where appropriate.

e Teach aclass in the Senior School.

e Attend meetings of ASC Senior Staff, including the Annual Retreat.

o Deputise for the Principal as required.

e Undertake other duties as directed by the Principal from time to time.

This position description is intended as a guideline to illustrate the main job responsibilities. It is not
intended to be an exhaustive list and may change at the Principal’s discretion from time to time to
meet the School's operational requirements.

St Mark’s prioritises the safety, welfare and wellbeing of children and young people, and expects all
staff and volunteers to share this commitment.
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