
 

Head of Digital Learning Innovation August 2017       Page 1 of 5 

POSITION DESCRIPTION  

POSITION: Head of Digital Learning Innovation 

 

STATUS: Permanent  

TIME: Full-time 

LOCATION: Kristin School, Auckland, New Zealand 

VISION / CONTEXT: Kristin School is an independent co-educational school for students from Kindergarten to Year 13, which aims to 
provide students with a superior all-round education, to prepare them to be responsible global citizens, to think 
creatively, reason critically, communicate effectively and learn enthusiastically throughout life.  

Key to the achievement of this vision is the School’s strategy of attracting and retaining the Best People. 

LINE MANAGEMENT: Reports directly to one of the school’s Principals. 

 

KEY RELATIONSHIPS: • Executive Principal and Senior Leadership Team 

• Teachers 

• General and Administrative staff 

• Students 

• Students’ families 

• Digital Group 

SALARY: Negotiated 

JOB PURPOSE The Head of Digital Learning Innovation is responsible for the leadership, guidance and direction with e-Learning 
and digital innovations within the School to support the delivery of student learning and the School’s Strategic Plan.  

 

 

 

 

 

 



 

Head of Digital Learning Innovation August 2017       Page 2 of 5 

 

Accountabilities Responsibilities & Expectations Performance Indicators 
1. Leadership • Provide leadership for the School’s e-Learning 

and digital innovations in support of the Kristin 
strategic plan  

• Provide reliable advice for the development of 
future technological initiatives 

• Make decisions in accordance with the School’s 
delegations of authority 

• Lead and model behaviours in a way that 
articulates, supports and furthers the School’s 
values and strategic vision 

• Appreciate, respect and affirm others and work 
effectively with all stakeholders to create a 
positive and collaborative school culture 

• Represent the School and participate as a 
member of internal and external committees 
and organisations. 

• Changes and innovations that will improve 
teaching, learning and operational areas are 
recommended and advanced 

• All decisions made were in line with the 
School’s delegated authorities 

• Evidence of demonstrating appreciation, 
respect and affirmation for others and of 
working effectively with all stakeholders to 
create a positive and collaborative school 
culture 

• Represented the School professionally in 
relevant organisations and committees. 

2. Digital Learning • Work with Teaching staff to develop 
recommendations regarding the use of 
electronic tools (software and hardware) that 
will enhance teaching in the classroom or 
wherever Kristin is delivering student learning 
opportunities. 

• Develop guidelines and policy regarding the 
electronic tools that need to be used 
consistently to improve the student experience 
and reduce unnecessary variation for students 

• Continuously review how other schools and 
educational organisations are using electronic 
tools to enhance student learning 

• Keep informed of rapidly changing technology 
tools as a basis for considering how they might 
be applied at the school to enhance student 
learning. 

• Evidence of recommendation provided to 
Teaching staff 

• Guidelines or policies are developed and 
explained to staff using techniques designed to 
optimise learning outcomes. 

• Reports prepared on the use of digital tools and 
technology across the whole school. Including 
recommendations for improvements. 

• Reports and recommendations provided to the 
Senior Leadership Team regarding leading 
practice for applying the digital world in the 
classroom 

• Proactive approaches to teaching staff including 
offering support in classes. 
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Accountabilities Responsibilities & Expectations Performance Indicators 

• Help Teaching staff optimise their use of digital 
tools to enhance their students’ learning. 

• Research leading practice of applying digital 
tools and technology.  

• Recommend tools for use by Kristin teaching 
staff and leadership. 

3. Change Management • To be a role model for excellent change 
management practice, especially as it relates to 
changes proposed for the digital operating 
environment at Kristin. 

• To foster a philosophy that recognises the 
importance of innovation and change at the 
same time as recognising that IT tools are only 
one dimension of innovative teaching practice. 
This role is intended to support innovative 
teaching practice and teaching development. 

• Changes are implemented smoothly in a way 
that is most likely to lead to the adoption of new 
practice. 

4. Staff Management • Provide line management for the roles and 
teams that report to this role 

• Lead the recruitment, induction and appraisal 
process for direct reports, in liaison with Human 
Resources 

• Lead with exemplary practice, acting as a 
mentor for staff 

• Conduct regular meetings and reviews with 
direct report and provide regular feedback 
regarding performance, including at least one 
formal appraisal meeting per year  

• Support the ongoing professional development 
of direct report, identifying suitable opportunities 
in line with School priorities. 

 

• Direct reports are recruited, managed and 
developed through sound management and 
human resources practices that are consistent 
with School policies and legal requirements 

• Evidence of effective communication and 
collaboration with Human Resources regarding 
staff management and recruitment 

• Evidence of acting as a positive role model and 
mentor for direct reports 

• Evidence of direct reports receiving regular 
review, feedback and support to meet the 
responsibilities and expectations of their roles 

• Documentation of the annual formal appraisal 
meeting for all direct reports 

• Professional learning and development plans 
for direct reports are documented and align with 
the School’s strategic plan and priorities. 
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Accountabilities Responsibilities & Expectations Performance Indicators 

5. Health & Safety • Facilitate a safe and supportive work 
environment by ensuring compliance with the 
School’s policies, procedures and legislative 
requirements 

• Ensure all practicable steps are taken to keep 
staff, students and parents’ safe while on the 
School grounds or participating in school 
activities. 

• Evidence of compliance with School’s policies, 
procedures and workplace health & safety 
legislative requirements 

• Evidence all practicable steps are taken to 
ensure safe work practices, including hazard 
identification, accident, incident and near miss 
reporting for all events. 

 
6. Other • Attend relevant meetings as required 

• Attend all staff meetings  

• Other duties as requested by the Director of 
Business Services or Executive Principal. 

• Attendance and participation at meetings as 
required 

• Evidence of attendance at all Staff meetings. 
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Key Selection Criteria 

Qualifications, Training & Experience 

• Demonstrated knowledge and success of digital innovations within the Education industry 

• Tertiary degree in Education or equivalent, with Teaching experience. 

• Recent National Police Vetting Check (with results considered satisfactory by the School) 

• A record of success in a leadership in a service environment. 

Attributes and Skills 

• Ability to establish credibility and develop and maintain effective relationships with stakeholders from diverse backgrounds 

• Adeptness at enthusing, inspiring and guiding staff 

• A constructive leader and team member 

• Excellent interpersonal skills, including the ability to listen and liaise effectively across all areas of a school community to achieve 
successful outcomes 

• Superior organisational ability with demonstrated self-motivation and initiative in goal-setting, prioritising work and managing multiple tasks 

• Well-developed problem-solving skills and proven experience in creating solutions 

• Ability to translate strategic plans and thinking into operational plans and priorities 

• Previous success in people management, coaching and/or supervision would be an advantage 

• Outstanding verbal and written communication skills 

• A high degree of professional judgement and confidentiality 

• Ability to develop, promote and implement new and creative initiatives 

• A genuine interest and willingness to engage in professional development and learning opportunities and to identify suitable opportunities 
for others 

• Flexible, approachable and consistent in manner 

• A high level of energy and vitality 

• Knowledge of budgetary and financial management processes. 

 


