
 

 
 
 

 

 
 
 
 
 
Enclosed is the information you will need to help you apply for the full-time, permanent 
LEARNING AREA HEAD ENGLISH POSITION at Timaru Girls’ High School. 
 
 
 
 
Completed applications can be sent via email to kcrozier@timarugirls.school.nz 
 
 
 OR posted to:  The Principal 

 Timaru Girls’ High School 
 PO Box 558 
 TIMARU 7910 

 
 
 
 

 Applications due by 5 pm on Friday 28 March 2020 

 Short listing – date to be advised 

 Interviews – date to be advised 

 The starting date for the position is Term 2 2020, or by negotiation 

  

mailto:kcrozier@timarugirls.school.nz
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Introducing Timaru Girls’ High School 
 
Timaru Girls’ High School was established in 1880. It is a decile 6, state, day and boarding 
school catering for girls from Years 9-13. 
 
The school is situated in the heart of Timaru, an attractive city of 30,000 people, on the east 
coast of the South Island about half-way between Christchurch and Dunedin. As well as being 
located on the coastline within minutes of the beach and harbour, Timaru provides easy 
access to the mountains, lakes and ski fields of the Mackenzie country little more than an 
hour inland. 
 
The roll in October 2019 was 408 including 20 international fee-paying students. 
 
17% of the students declare themselves as Maori. 
 
Students come from a range of socio-economic backgrounds. 
 
The school has a Teen Parent Study Group consisting of seven young mothers. 
 
“The House” is the boarding hostel situated in the school grounds. It provides single room 
accommodation and is home to 70 girls from various parts of the South Island. 
Accommodation may be available for staff at “The House”. 
 
The school employs 35 equivalent full-time teachers and a support staff of 15 as well as hostel 
staff. Teaching staff are a mixture of young teachers and experienced, long-serving staff. 
 
School Mission, Goals and Culture 
 
Mission Statement 
 

“To develop life-long learners through inclusive and comprehensive girls’ education 
to prepare them to contribute to their communities and to experience success”. 

 
The history and the traditions of the school, such as the school houses and school song, are 
as important to present students and staff as they are to ex-students, many of whom continue 
to support the school in a variety of tangible ways. 
 
However, the school is not traditional in its approach to teaching and learning. A willingness 
to embrace change and to implement new curriculum and broaden the range of subjects to 
meet the identified needs of girls has resulted in a wide range of options in recent time to 
balance the traditional academic subjects. 
 
The use of IT is encouraged across the curriculum as well as for reporting and administrative 
purposes. 
 



High expectations are set for all students, many teachers work in a supportive way to ensure 
that our less able and special needs students also achieve to the best of their abilities. 
 
While high academic achievement is encouraged and acclaimed, the school also encourages 
participation and achievement in our extensive range of cultural and sporting activities. 
 
Confident, caring young women who have developed the skills and abilities to lead happy and 
successful lives in the world beyond school is the desire for our senior students as they leave 
the school. 
 
We believe this confidence is fostered in the supportive environment we aim to provide 
within the school. The leadership of senior students in such programmes as Peer Support and 
Student Council is an important aspect in this. 
 
Property and Finance 
 
The school is endowed with extensive park-like grounds with a large number of mature trees. 
 
The buildings, which have been built over a long period of time, feature a variety of 
architectural styles.  In 2014 the school completed a 20-year master development plan with 
the first stage of this development having been just completed and the second stage about 
to start. 
 
The aim of the board is to provide safe, attractive facilities that support teaching and learning 
in the twenty-first century. 
 
The school is fortunate to have extensive courts and sports fields, and a drama suite attached 
to the hall which support the strong participation in extra-curricular activities. 
 
The school finances are in a very sound position with the updating of teaching resources and 
extensive investment in IT being a feature of recent times. 
 
Please refer to our website www.timarugirls.school.nz 
  

http://www.timarugirls.school.nz/


 

 

Learning Area Head 
Generic Job Description 
 

 
Position Description 
 
A Learning Area Head (LAH) is a pivotal middle leadership and management position 
at Timaru Girls’ High School. He/she is responsible for the effective delivery of one of 
the eight Learning Areas described by The New Zealand Curriculum.1  
 
A LAH must effectively lead a team of teachers, some of whom will be Teachers-in-
charge of Subjects, and successfully manage the development and implementation of 
teaching and assessment programmes that promote the highest possible achievement 
of students, and fulfil the requirements of The New Zealand Curriculum, within a 
Learning Area.   
 
A LAH is an expert in the Learning Area, maintaining an up-to-date awareness of 
changes or initiatives within the area, so that TGHS can respond effectively to these. 
He/she must analyse student achievement data, identify any issues and trends, and 
lead the development of strategies in response to any concerns. A reflective and 
collaborative approach and commitment to self and team development is expected. 
Resources must be effectively managed in order to provide appropriately for the 
delivery of the curriculum programmes.  
 
A LAH is an essential member of the wider leadership of the School. He/she 
contributes to the overall curriculum development at TGHS in collaboration with other 
LAH’s and Senior Leaders. A LAH is an important representative of the School and 
must therefore maintain the highest possible standards of communication and 
presentation to the community. 
 
  

                                            
1 i.e. English; The Arts; Health and Physical Education;  Languages; Mathematics and Statistics; Science; Social Sciences; 
Technology. 



Key responsibilities 
 

1. Leadership and Administration 

 Lead Learning Area staff, encouraging a supportive and collaborative 
approach.  

 Ensure day-to-day management is efficient and supports the effective 
operation of the Learning Area. 

 Represent the Learning Area to all relevant stakeholders. 

 Support and contribute to the leadership of Timaru Girls’ High School. 
 

2. Curriculum and Assessment 

 Develop, review and implement Teaching Programmes in the relevant 
Learning Area that fulfil the requirements of The Zealand Curriculum and 
relevant National Administration Guidelines. 

 All assessment documentation and procedures meet the requirements for 
effective, valid and fair assessment. 
 

3. Student Performance and Management 

 Improve student achievement through the support of teachers and 
development of effective programmes. 

 Monitor student achievement data to identify issues or concerns and 
respond appropriately. 

 Promote positive student behaviour management and support with 
effective discipline procedures to foster student learning. 

 
4. Staff Management and Development 

 Ensure that personal and team professional development is an ongoing 
focus. 

 Support the performance management appraisal system at TGHS through 
being an effective appraiser and support appraisers and appraisees. 

 Maintain awareness of staff needs and respond effectively to these. 

 Provide assistance in the allocation and appointment of staff. 

 Promote a safe working environment for staff and students as a shared 
responsibility. 
 

5. Resource Management and Development 

 Teaching resources appropriate to the Teaching Programmes are 
developed and maintained. 

 A suitable learning environment is provided to foster subject learning 

 Produce accurate records and detailed budget proposals, and ensure 
expenditure is within the approved budget. 
 

6. Other responsibilities 

 The generic TGHS Classroom Teacher Job Description is subsumed into 
the LAH responsibilities as appropriate. 

 

 
  Name:   ......................................................................        Date:  .....................................  



 
TIMARU GIRLS’ 
HIGH SCHOOL 

Information for Applicants 
Recruitment and Selection Procedures 

 
This page is for your 
information. 
 
Please tear it off and keep it 
when you send in your 
application. 
 
Further information of Timaru 
Girls’ High School can be 
obtained from our website: 
www.timarugirls.school.nz  
 
Timaru Girls’ High School has 
an equal employment 
opportunity policy and 
welcomes applications from 
women, Pacific Nation 
people, ethnic minorities and 
people with disabilities. 
 
Timaru Girls’ High School 
provides a smoke-free 
environment. 
 
A copy of the relevant 
Collective Employment 
Contract or individual 
contract will be made 
available to all new staff 
appointed. 
 

 

 The enclosed job description outlines the main functions of the 
position and the skills required. 
 

 All applications are acknowledged promptly by mail or email. 
 

 You are asked to supply on your CV names and contact details 
of three recent referees who can substantiate your suitability 
for this position and provide to them a copy of the enclosed 
referee’s report to complete and return to the school. 

.  
 After applications close a short list of candidates is selected for 

interview based on the information contained in the 
application. Shortlisting usually takes place within one week of 
the closing date. Shortlisted candidates are contacted by 
telephone to arrange an interview time, and for this reason we 
request two contact phone numbers. Applicants not shortlisted 
are advised in writing after the appointment is made. 

 
 Interviews are normally held within one week of the closing 

date during working hours between 8:30am and 5:00pm. The 
selection panel is made up of at least two people and 
candidates are given information about the panel at the time 
the interview is arranged. If time permits arrangements for 
interviews are confirmed in writing. 

 
 Interviews give applicants the opportunity to tell the selection 

panel how well their skills, experience and qualifications match 
those required for the position. We are particularly interested 
in hearing from applicants the strengths you would bring to the 
particular position and to the school as a whole. 

 
 Interviews also give applicants the opportunity to find out more 

about the day to day aspects of the position. 
 

 Candidates are welcome to bring whanau or a support group to 
the interview. Please advise the person who arranges the 
interview if you intend to do this. 

 
 The successful candidate will be offered the position as soon as 

possible after the interview, by telephone. After discussion, a 
formal offer of appointment will be made in writing. 

 
 All unsuccessful candidates are advised in writing or by email 

after the appointment has been confirmed. This is usually 
within one month of the close-off date or within one week of 
the interview. 

 

http://www.timarugirls.school.nz/


 
 
 
 
 
 
 
 

APPLICATION FOR TEACHING POSITION 
 
Under the Privacy Act 
1993, all information 
given will be treated 
as confidential and will 
only be made 
available to those 
involved in the 
selection and 
appointment process. 
You have the right of 
access to personal 
information and also 
to see any correction 
you think necessary to 
ensure accuracy. 
 
Unsuccessful 
applications will have 
their curriculum vitae 
returned to them if 
requested and any 
others will be 
destroyed once the 
appointment process 
is complete. 
 
 
For ease of processing 
and photocopying, 
please do not send 
DVDs and applications 
bound or in folders. 
 
 
Please check that you 
have supplied the 
required information 
and mark the boxes 
off as you go. 
 
 
 
 
 
 
 
 
 
 

 

POSITION 
 
 

PERSONAL DETAILS 
(please print clearly) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
OTHER CONTACT DETAILS:   

 
Phone number:  ............................................  (H)   .............................................................. (M) 
 
Email address:  ....................................................................................................................  
 

CURRICULUM VITAE CHECKLIST 
Applicants are asked to complete this Application for Employment form and return it with a 
covering letter of application and Curriculum vitae for the position applied for. Your 
Curriculum Vitae should contain the following: 
 
 Full employment history (most recent position first). 

 

 Education, training and qualifications relevant to this position. 
 

 Specific skills, strengths and abilities relevant to this position. 
 

 Names and contact details of three recent referees who can substantiate your suitability 
for this position. 

 

 Any other relevant information and experience. 
 

 Other teaching subjects and levels. 
 

 Any extra-curricular involvement. 
 

CITZENSHIP (please tick the appropriate box) 

  NZ Citizen   Require NZ Work Permit 
 

  Permanent NZ Resident  Hold NZ Work Permit 

 
 

Title:  Mr,   Mrs,   Ms,   Miss,   Dr 

FULL NAME: 

POSTAL ADDRESS: 

TEACHER REGISTRATION: 

Registration. No     Fully Reg     Provisionally Reg 

Expiry Date  

 

PERMANENT, FULL-TIME LEARNING AREA HEAD ENGLISH            
2 MU and 1 MMA 

2 

 



 
The information under 
the heading Health is 
required to assist the 
school to meet its 
obligations under the 
Health and Safety Act 
1992 and the Accident 
Rehabilitation and 
Compensation 
Insurance Act 1992. 
 
The Acts require that 
where possible we 
should reasonably 
accommodate 
applicants with such 
conditions. 
 

 

HEALTH 
 
Have you had an injury or medical condition caused by gradual process, disease or infection – 
for example, hearing loss, sensitivity to chemicals, repetitive strain injuries – which the tasks 
of this job may aggravate or contribute to? 
 

  Yes   No 

 
If yes, please give details and describe any technical aids, equipment or adaptations to the 
workplace which you would need to make your work easier and/or increase your 
performance. 
 
 
 
 
 
 
 
 

 
The information under 
the heading Court 
Convictions is required 
because some 
convictions will be 
unacceptable. 
 
If yes, you may be 
asked for further 
details at an interview. 
 

 

COURT CONVICTIONS 
 
Have you been convicted of any offence against the law in the last ten years? 
 

  Yes   No 

 
Are you awaiting sentencing/currently have charges pending? 
 

  Yes   No 

 

 
 
It would be 
appreciated if you 
would also complete 
the attached sheet of 
EEO statistical 
information. That 
page will be detached 
from your application 
on receipt. 
 

 

DECLARATION 
 
I declare that to the best of my knowledge, the answers to the questions asked here and all 

information submitted with my application are correct. I understand that if any false 

information is given, or any material fact suppressed, I may not be employed, or if I am 

employed, I may be dismissed. I give consent to the Board or appointed advisor to contact 

my referees in relation to my application for this position. 

 
 
 
 
 
Signature: ................................................................................................................  
 
 
 
Date: ........................................................................................................................  
 
 
 
 

 



 
 
 
The information 
requested on this 
page is voluntary only. 
 
 
However, if you would 
provide this 
information we would 
very much appreciate 
it. 
 
 
This sheet will be 
detached from your 
application prior to 
the selection process. 
 
 
This information is 
used to monitor 
whether our methods 
of advertising and 
supplying information 
to potential applicants 
are resulting in a 
diverse range of 
applications and 
whether our 
appointments are 
reflecting our 
aspirations to be an 
equal opportunity 
employer. 
 
 
Many thanks for 
answering these 
questions. If you have 
any comments relating 
to the EEO issues 
raised by this part of 
the application form, 
we welcome your 
feedback. 
 

STATISTICAL INFORMATION 
 
1. How did you first find out this position is available? 

 
 Education Gazette  .................................................................................................. 

 Someone told me/I knew from my workplace  ....................................................... 

 Website  ................................................................................................................... 

 Newspaper advertisement – which paper?  ............................................................ 

 Other – please state  ............................................................................................... 

 
 

2. Ethnicity 
 
 NZ Pakeha/European  NZ of Asian descent 

 Maori  Pacific Nation 

 Other, please state : ................................................................................................ 

 
 

3. Gender 
 
 Male  Female 
 
 

4. Date of Birth 
 
 ......... / ........ / ........  
day  month  year 
 
 

5. Do you have any disability or health related difficulty that has affected your 
employment or made access to employment or staff development difficult? 
 
 Yes If you have no objection, we would appreciate further details 
 
  ................................................................................................................................. 
 
 No 
 
 

6. If you are short listed for interview, will you consider bringing whanau or a support 
person with you to the interview? 

 
 Yes  No 

 
 
7. Is there any comment you would like to make about ways that we could make the 

application process easier and more welcoming? 
 
 

 
 


