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SCHOOL NAME
Job Description & Person Specification

Job Title:

Teaching Principal
Responsible To:
The Board of Management
Job Purpose:
To provide professional leadership and management of the school, its pupils, its staff and its premises, which will provide a secure foundation from which to achieve high standards in all areas of the school’s work.

Key Priorities
The role of the Principal Teacher is to provide professional leadership and management of the school in order to promote a secure foundation from which to achieve the highest possible standards in all areas of the school’s work. The Teaching Principal is also responsible for the education of primary school children, by planning and delivering an education program to develop literacy, numeracy and the physical, emotional, intellectual and social growth of primary school pupils. The Teaching Principal will be responsible for:

· the day to day management, organization and administration of the school

· leadership, good management and strategic direction of all school staff
· curriculum development 

· contributing to the development of school policies e.g. code of behaviour, enrolment policy, etc.

· implementation of whole school policies

· management and guidance of colleagues

· efficient deployment of resources

· working effectively with the school’s board of management

· promoting excellence, equality and high expectations for all pupils

· assisting in the recruitment of staff of the highest quality

· communicating with all key stakeholders

· promoting the school within the local community

· teaching all areas of the primary curriculum;

· managing a class of primary pupils;

· organising the classroom and learning resources in order to create a positive learning environment;

· maintaining discipline;

· assessing and maintaining records of pupils’ educational development;

· providing feedback to parents/guardians on a pupils’ progress;
· planning, preparing and presenting lessons that cater for the needs of the ability range within the assigned class;

· motivating pupils with enthusiastic and imaginative presentation.

Key Responsibilities

1. Leadership, management and strategic direction of colleagues:

It is expected that the principal teacher will:

· Have direct line management responsibility for allocating teaching and support staff
· Ensure effective planning, allocation, support and evaluation of work undertaken by individuals, ensuring clear delegation of tasks and devolution of responsibilities.
· Review  and identify CPD needs and provide opportunities for growth

· Put in place effective team communication mechanisms to ensure that all staff are involved in the school development plan and kept informed of key priorities and developments
· Manage delegated budgets
· Assume appropriate responsibility for health and safety

· Assist the BoM with the recruitment and selection of staff
· Assist with discipline and grievance procedures for staff
2. Curriculum development and quality assurance

It is expected that the principal teacher will:

· Manage the development of the curriculum
· Monitor and evaluate learning and teaching in the school

· Ensure a culture and ethos of challenge and support where all pupils can achieve success and become engaged in their own learning

· Demonstrate and articulate high expectations and set challenging and appropriate targets for the whole school community.

3. Planning, Teaching and Class Management

It is expected that the teaching principal will:
· Be responsible for curriculum area.

· Plan and prepare lessons that cater for the needs of the ability range within the assigned class.
· Plan progression in pupil’s learning by:
· identifying clear teaching and learning objectives for the class;

· setting tasks, including homework, which challenge pupils and ensure a high level of interest;

· setting appropriate and demanding expectations for pupils’ learning, motivation and presentation of work;

· Identifying the needs of individuals and groups within the class.

· Establish and maintain a safe environment and purposeful working atmosphere that supports learning and fosters positive self-esteem amongst pupils.

· Set high expectations for pupils’ behaviour, establishing and maintaining good practice with regard to discipline, punctuality and standards of work that are in accordance with the School’s Code of Behaviour.

· Use a variety of teaching methods to;

· structure information – outline content and aims and summarise key points as the lesson progresses;

·  instruct, demonstrate and give accurate, well paced explanations using appropriate vocabulary;

· question effectively, listening carefully to pupils, correcting errors and misconceptions;

· ensure pupils acquire and consolidate knowledge, skills and understanding appropriate to their abilities and the subject taught.
· Be responsible for a designated classroom and associated resources.

· Make effective use of ICT to enhance learning and teaching.
4. Monitoring, Assessment, Recording, Reporting:

It is expected that the principal teacher will:

· Set and mark work to be carried out by pupils, according to their different levels of ability and attainment.

· Establish targets for pupil achievement and ensure this information is used to evaluate progress.

· Assess and record pupils’ progress systematically.

· Prepare and present informative reports to parents/guardians.

· Maintain records of class attendance.

5. Working with partners/the community

It is expected that the principal teacher will:

· Actively promote the school as a centre of excellence for education to families in the local community.

· Work in partnership with other agencies in providing for academic, spiritual, social, emotional and cultural well being of pupils.
· Co-operate and work with relevant agencies in the protection of children.

· Ensure that the school promotes effective links with the local community and develops relationships with other local primary and secondary schools.

· Work closely with parents and carers

6. Managing systems and resources

It is expected that the principal teacher will:

· Implement the BoMs identified priorities for expenditure, allocate funds and ensure systems are in place for the effective administration and control of school budgets.

· Manage and oversee accurate and efficient budgeting procedures and the keeping of detailed records, accounts and statements within agreed financial regulations.
· Manage and organize the accommodation effectively and efficiently to ensure that all school buildings meet the needs of the curriculum and health and safety regulations.

· Complete all Department of Education & Science Returns.

7. Whole school policy development and implementation

It is expected that the principal teacher will:

· In consultation with the BoM assist in the development of policies necessitated by legislation, national agreements or DES directive.

· Manage the implementation of all school policies.

· Review the effectiveness of school policies.

8. Accountability

It is expected that the principal teacher will:

· Provide information, objective advice and support to the BoM to enable it to meet its responsibilities for securing effective teaching and learning and improved standards of achievement and for achieving efficiency and value for money.

· Report to the BoM on the discharge of the Principal Teachers functions and the affairs of the school.

· Create and develop an organisation in which all staff recognises that they are accountable for the success of the school.

· Ensure that all parents and pupils are well informed about the school’s direction, priorities, curriculum and pupils’ attainment and progress.
· Actively maintain a thorough understanding of the statutory framework for education and the legal framework that underpins school management.

· Regularly review own practice, set personal targets and take responsibility for his/her own professional development. Exercise responsibility for ensuring that all new employees are properly inducted in the school’s policies and procedures, specifically those relating to safeguarding children.
	Teaching Principal 

Person Specification

	Criteria
	Essential
	Desirable
	Advantageous

	Qualifications
	· N.T./B. Ed. Or Grad. Dip in Education or PGCE (or equivalent)
· Cert in R.E.
· Successfully Probated
	· Other relevant Post-Grad qualification (e.g. Grad. Dip. In school planning)
· Evidence of continuing and relevant professional development
	· Masters in Education
· MBA

· Other relevant MA qualification

· Doctorate

	Knowledge and Experience 
	· Extensive and successful teaching experience. 
· Experience in similar school setting 

· Basic understanding of the role of the BoM

· Basic ICT skills (knowledge of email & internet)

· Demonstrable understanding of the statutory framework for education

· Understanding of the role of parents/guardians in education
	· Knowledge of curriculum development strategies to improve access, participation, retention & achievement.
· Successful experience of  mentoring and coaching teachers

· Experience as a post-holder 

· Good ICT skills (knowledge of email, internet, word processing and spreadsheets)

· Demonstrable understanding of budget management

· Previous experience/involvement in policy development
	· Extensive and successful experience of teaching classes across the age and ability range

· Evidential experience in devising strategies to improve access, participation and achievement.
· Advanced ICT skills (knowledge of email, internet, word processing, spreadsheets, presentation software, web design)

· Evidential experience in budget management in any setting

	Leadership, Management & Interpersonal Skills
	· Ability to multi-task

· Demonstrable ability to lead and manage people to work towards a common goal.
· Basic knowledge of grievance procedure
· Demonstrable ability to develop positive working relationships

· Demonstrable ability to prioritise, plan and organise

· Evidential experience of  working  as part of a team

· Demonstrable ability to seek advice 
· and support where necessary

· Demonstrable ability to work under pressure and to deadlines

· Demonstrable ability to promote good order and discipline within the parameters of school policy.
· Demonstrable ability to motivate young people.

· Emotional resilience in working with challenging behaviours
	· Evidential experience in managing people (in any setting)
· Evidential experience in  prioritising, planning and organizing
· Evidential experience of  working under pressure and to deadlines
	

	Curriculum Development & Quality Assessment
	· Extensive knowledge of the curriculum
· Demonstrable understanding of motivating under achievers

· Demonstrable ability in articulating high expectations and setting challenges in an ability appropriate manner
	· Evidential experience of motivating under achievers
· Evidential experience in implementing new curricular activities
	· Evidential experience in curriculum development

	Working with Partners & the Community
	· Ability to define and communicate a clear vision for the school

· Demonstrable ability to establish positive relations with parents and the community
· Knowledge of the parental complaints procedure

· Knowledge of the role of a parents association

· Demonstrable ability to promote the school.
	· Evidential experience in establishing positive relations with parents and the community


	

	Managing Systems & Resources
	· Good administrative and planning skills
· Demonstrable ability to investigate, solve problems and make decisions.

· Demonstrable ability to communicate effectively both orally and in writing to a range of audiences.

· Demonstrable ability to think creatively and imaginatively to anticipate and solve problems and identify opportunities 

· Ability to analyse, interpret and understand relevant data and information.
	· Evidential experience in making difficult decisions

	

	Whole School Policy Development and Implementation
	· Knowledge of policies required in a primary school setting.
	· Previous experience of policy development 
	· Previous experience in policy implementation

	Accountability
	· Demonstrable understanding of the concept of accountability

· Demonstrable organization skills and the ability to plan own time effectively
· Evidential commitment to continuous personal and professional development
	
	

	Ethos
	· Commitment to maintaining the school’s ethos.
	· Demonstrable ability to further develop the school’s ethos.
	


Notes to Job Description & Person Specification:

· This is a sample 

· ‘Demonstrable’ the candidate can articulate the relevant knowledge, skill, expertise or aptitude to deal with a situation or answer the question posed. The candidate does not necessarily have direct experience of the area on which the question is based.
· ‘Evidential’ the candidate has prior experience in a given area. This experience can be detailed at interview or in the candidates application form.
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