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INFORMATION FOR APPLICANTS: 
 
Thank you for applying for the position of Principal at Takitimu Primary School. 
 

1. Please complete the application personally.  Read through it and then answer all 
questions.  Make sure you sign and date where indicated on the last page. 

 
2. Please attach a separate curriculum vitae, along with a covering letter containing 

information relevant to the position.  If you include written references, please note 
that we may also contact the writers of these references by phone. 

 
3. Qualifications and certificates should be listed (they do not need to be attached).  If 

you are shortlisted, at an interview you will be required to produce originals as proof 
of qualifications. 

 
4. The application form and supporting documents received from the successful 

applicant will be retained by the school. 
 

5. Application forms and other documents provided by unsuccessful applicants will not 
be returned unless a stamped self-addressed envelope is provided.  Those not 
returned will be held until the appointment process is completed and will then be 
destroyed. 

 
6. All information collected from referees will be destroyed at the end of the selection 

process. 
 

7. All information received will be confidential to the Board of Trustees and the Board’s 
adviser. 

 
8. If you are selected for an interview, you will be asked to do a short presentation. 

Specific details will be given when contacted. 
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TAKITIMU PRIMARY SCHOOL – SIMPLY THE BEST 
 

Takitimu Primary School is located in the heart of Western Southland, in the rural town of 
Nightcaps. We have a mix of urban and rural students, with a diverse multicultural roll of 
approximately 85.  Our school is well resourced with our own gymnasium, tech rooms and 
large well-kept grounds.  
 
We have four full time teaching staff, as well as teacher aides, providing an excellent 
balance of experience within our staff. We have been achieving well above national 
averages in National Standards for reading, writing and maths, which has been a real 
strength. Our school culture  is based around the core values and our Golden Rules, which 
our students take great pride in. 
 
Our children are well resourced within the classroom, with all senior students having 
individual access to Google Chrome Books, whilst our junior school students have access to 
an iPad each. We participate in a wide variety of out of school activities and have achieved 
excellent results in everything from athletics to chess tournaments. Takitimu children are 
recognised for following our Golden Rules when attending these events. These activities are 
well supported by our parents, who provide transport to and from events as well as 
supporting our school. 
 
With our large grounds, we are able to host a variety of events, including our community Pet 
Day and the Zone and Western Athletics. These days receive strong support from our local 
community and provide our very active PTA with excellent fundraising opportunities.  Our 
PTA is involved in many fundraising activities. The major fundraiser being the “Mount Linton 
Muster” which is run in conjunction with our local Lions Club. This is a mountain bike event, 
catering for the serious mountain biker, with a 40km bike ride, as well as a10km event, 
catering for Mums’ with prams and kids on bikes. This is held at the iconic sheep and cattle 
property “Mount Linton Station”. This attracts around 300 riders and is well supported 
within our school and the wider community.  
 
Nightcaps is situated 30 minutes north of the south coast and 1 hour 45 south of 
Queenstown, with its world renowned skiing, adventure sports and being the gateway to 
the world with an international airport. One hour to the west is Te Anau and Fiordland 
National Park which offers hunting, fishing, tramping and various outdoor activities. 
Invercargill is located 45 minutes away and offers some great restaurants, shopping and 
cafes. It also boasts an international quality cycling velodrome and the ILT Stadium which 
has hosted many international events. We are very accessible to various towns in and 
around Southland, many of which offer very affordable housing. 
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ADVERTISEMENT 
 
 
Takitimu Primary School is a highly successful school with approximately 85 students, Year 
1-8.  It is set in the rural township of Nightcaps, in Western Southland, and has strong 
support from its community.  This is an exciting opportunity for a visionary educational 
leader to join our committed and collaborative team.  The Takitimu Board of Trustees is 
looking to appoint a Principal to  start in Term 1 of  2020 who has the following qualities: 
 

● Visionary principal with experience in leading learning and change to improve 
student outcomes. 

● Excellent communication and interpersonal skills that inspire and build strong 
relationships with learners, staff, Board and community. 

● An excellent and experienced curriculum practitioner who can lead teacher learning 
and professional development to ensure high quality teaching and learning that 
improve student outcomes. 

● Ability to lead a team collaboratively and build a positive school culture, embracing 
diversity and modelling the school values. 

● A leader who ensures an inclusive and supportive environment that is conducive to 
student learning and wellbeing. 

● Ability to engage effectively with Whānau; embracing our multicultural school 
community and bicultural heritage; fostering Te Reo Māori and Tikanga.  

● Ability to manage conflict and solve problems effectively and calmly. 
● Ability to manage resources effectively and efficiently to improve student outcomes. 
● Innovative leader who is future focussed and promotes digital literacy. 
● Proven ability to improve the student outcomes of Priority  Learners (Māori , 

Pasifika, Special needs and Gifted Learners). 
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TIMELINE FOR THE APPOINTMENT 
 

The following timeline has been set for the appointment of our new Principal.  Every effort 
will be made to keep to the following schedule in determining the successful candidate. 
 
 
Gazette Advertisement 16 September 

Closing Date for applications 4 October  

Interviews 12 October 2019 
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JOB DESCRIPTION 
 

Responsible to: The Board of Trustees, through the Chairperson, for the Professional 
Leadership and Curriculum Management, Strategic Management, Motivating Staff, 
Relationship Management, Administrative Functions and Contribution and Support of the 
Board of Trustees. 
 
Responsible for:  

● Developing a positive school culture  
● Implementing the school’s strategic plan 
● The overall management and professional leadership of the school 
● The implementation of policies and programmes 
● The direction and management of all staff 
● The day to day operations of the school 

 

1. Professional Leadership 
 

1.1 Demonstrates a thorough understanding of current approaches to effective 
teaching and learning. 
1.1.1 Provides informed comment on educational issues 
1.1.2 Has in place an overall curriculum plan covering all essential learning 

areas 
1.1.3 Ensures the plan is appropriate to student needs and its delivery 

meets school policy requirements. 
 

1.2 Provides professional direction to the work of others by encouraging vision 
and innovation in classroom practice and school organisation. 
1.2.1 Enters professional discussion informally with all staff as individuals 

and in groups. 
1.2.2 Participates in meetings with senior managers and all staff. 
1.2.3 Ensures that all staff have clearly specified standards to work towards 

1.2.4 and have current job descriptions and/or performance 
agreements. 

1.2.5 Provides guidance on instructional and educational issues. 
1.2.6 Provides motivational support for staff. 

 
1.3 Analyses and makes effective, timely responses to school self-review, 

external audits and outcomes of student learning. 
1.3.1 In consultation with the Board and teachers, develops an annual 

school action plan for the implementation of charter goals and school 
policy. 

1.3.2 Monitors and reports on action plan to the Board.  
 

1.4 Understands and applies where appropriate, current practices for effective 
management from both within and beyond education. 
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1.4.1 Effectively administers the day to day running of the school, including 
delegation, and establishing clear and well defined lines of 
responsibility. 

1.4.2 Establishes implements and maintains effective and efficient 
management systems. 

 
1.5 Fulfils the role of chief executive to the Board of Trustees as outlined in the 

performance agreement. 
1.5.1 Provides the board with advice on the development of policy and 

strategy. 
1.5.2 Facilitates the writing of policy drafts and ensures their presentation 

for board approval. 
1.5.3 Is aware of policy content and stimulates review of those becoming 

outdated. 
1.5.4 Reports to the board on the implementation of policy. 

 
 
2.  Strategic Management 
 

2.1 Understands the implications of the changing cultural, social and economic 
context of the school’s community and ensures that these changes are 
reflected in the school’s strategic planning. 

2.1.1 Keeps up to date with issues that could impact on the work of the 
school. 

2.1.2 Recognises and responds to the needs and aspirations of Maori. 
2.1.3 Works to produce and implement the strategic plan. 

 
2.2 Actively works with Board of Trustees towards the development of a shared 

vision for the future of the school, which identifies priorities and targets for: 
addressing barriers to learning; fostering high achievement of students; 
employing teachers of the highest quality available; focussing the school on 
continued improvement. 
2.2.1 Demonstrates sensitivity towards minority groups and differing social 

contexts. 
2.2.2 Models this sensitivity to others and expects it also of students, 

teachers, parents, etc. 
2.2.3 With staff, develops expectations for appropriate student behaviour. 
2.2.4 Involves the students in the establishment and monitoring of such a 

code. 
2.2.5 Takes every opportunity to promote behaviour appropriate to the 

school and to create a positive school culture. 
2.2.6 Reacts objectively to breaches of conduct codes and implements 

school policy, ministry guidelines and regulations correctly to resolve 
issues. 

2.2.7 Staff are recruited to meet the curriculum and pastoral needs of the 
school in accordance with the relevant statutes, regulations, charter 
goals and board policies. 
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2.3 Makes progress towards achieving the vision through the effective 
 management of available resources. 
2.3.1 Requires that instructional programmes reflect charter objectives. 
2.3.2 Ensures that programmes operate within guidelines of school policy. 

 
 
3. Staff Management 
 

3.1 Manages the staff of the school within available resources, to support 
effective delivery of the curriculum, the implementation of the charter and 
improved learning outcomes for students. 
3.1.1 Encourages an environment where student achievement is central. 
3.1.2 Ensures strong linkages between assessment and teaching/learning. 
3.1.3 Has in place systems which identify levels of achievement measured 

against national achievement objectives. 
3.1.4 Makes the identification and resolution of barriers to learning a key 

focus of assessment practice. 
3.1.5 Ensures school long term plans meet curriculum requirements and 

appropriate coverage. 
3.1.6 Teachers are provided with suitable working conditions. 

 
3.2 Establishes procedures and practices to maintain and improve staff 

effectiveness through appropriate recruitment, supervision, performance 
management, provision of professional development and encouragement of 
self development. 
3.2.1 Establishes policies and procedures for guidance of staff. 
3.2.2 Ensures staff work within established policies. 
3.2.3 Delegates appropriately and provides advice and guidance in 

  completion of tasks. 
3.2.4 Has in place a range of systems to identify professional needs of staff. 
3.2.5 Has in place and effective performance management system. 
3.2.6 Acts upon concerns arising from performance appraisal or other 

information. 
 

3.3 Motivates and supports staff to improve the quality of teaching and learning. 
3.3.1 Stimulates regular formal dialogue with staff. 
3.3.2 Creates opportunities for all staff to have input into the decision 

making process. 
3.3.3 Provides motivational support to all staff. 
3.3.4 Encourages teachers to reflect on their teaching practice and seek 

continual improvement. 
3.3.5 Requires self-appraisal as one focus for teacher performance review. 
3.3.6 Promotes teacher self-nomination for appropriate professional 

development activities. 
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4. Relationship Management 
 

4.1 Fosters relationships between the school and its community 
4.1.1 Encourages community use of facilities for a range of purposes 
4.1.2 Keeps parents and students well informed through regular 

newsletters. 
4.1.3 Informs the wider community about activities and successes through 

local and regional newspaper articles, broadsheets and 
advertisements. 

4.1.4 Ensures that media comment is generally positive and designed to 
promote the school and its values. 

 
4.2 Creates a teaching and learning environment that is perceived as safe and 

supportive by students, teachers, parents, Board of Trustees and the 
community. 
4.2.1 Actively develops relationships with principals of other schools. 
4.2.2 Develops personal profile as an educational leader in the community. 
4.2.3 Establishes links with community service groups, cultural groups etc. 
4.2.4 Feedback from the community is generally favourable. 
4.2.5 Informs parents about newly approved programmes and policies. 
4.2.6 Invites parents to request copies of documents from the school. 

 
4.3 Demonstrates an understanding of, and is responsive to the diverse concerns 

and needs of students, parents, staff, Board of Trustees and community and 
the policies of government. 
4.3.1 Attends school events to provide opportunity for informal 
networking. 
4.3.2 Is available for parent interviews. 
4.3.3 Promotes individual and group discussion with students. 
4.3.4 Encourages staff to discuss issues, requests and ideas privately. 
4.3.5 Promotes “open door” policy and seeks feedback from all parties 

interested in the school. 
4.3.6 Seeks comment form appropriate individuals and groups before the 

final adoption of policy. 
 

4.4 Communicates effectively both orally and in writing to a wide range of 
audiences. 
4.4.1 Informs students appropriately about school policy, procedures, 

values, directions, etc. 
4.4.2 Is conscious of ensuring that communication gaps between staff and 

board/management are overcome. 
4.4.3 Demonstrates the ability to listen carefully, analyse situations, resolve 

disputes and achieve solutions. 
 

4.5 Manages conflict effectively and works to achieve solutions. 
4.5.1 Deals fairly with people. 
4.5.2 Works to reach consensus. 
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4.5.3 Makes difficult decisions after careful consideration, and reconsiders 
decisions when presented with new information. 

 
4.6 Represents the school and acts to achieve its objectives. 

4.6.1 Clearly articulates what the school stands for. 
 
 

5. Financial Management 
 

5.1 Effectively and efficiently uses available financial resources and assets to 
support improved student learning outcomes. 
5.1.1 Implements a long-term maintenance cycle and reports against 

completion of programmed items. 
5.1.2 Monitors a programme of on-going preventative maintenance. 
5.1.3 Ensures that the environment is clean, healthy, safe, attractive and 

welcoming. 
 

5.2 Manages an effective budget planning system, in association with the Board 
of Trustees and works within available resources. 
5.2.1 Facilitates the preparation of a Board budget which appropriately 

distributes the school’s annual income. 
5.2.2 Ensures board understanding and approval of the annual budget. 

 
5.3 Works effectively with the board in controlling, monitoring and reporting on 

the use of finances and assets. 
5.3.1 Manages an effective budget planning system and works within 

resources. 
 
 
6. Statutory and Reporting Requirements 
 

6.1 Works with the Board to ensure compliance with all relevant statutes and 
regulations, and with monitoring and reporting requirements. 
6.1.1 Ensures all regulatory reporting requirements and deadlines are met. 
6.1.2 Ensures all general legislative requirements are met in relation to 

enrolments of students, attendance, length of school day, etc. 
6.1.3 Ensures all legislative requirements are met in relation to 

employment contracts provisions. 
6.1.4 Appoints a privacy officer and ensures all requirements of the Privacy 

Act are maintained. 
6.1.5 Delegates appropriately for liaison with external agencies. 
 
 

7. Maintain and Develop Personal Professional Skills 
 

7.1 National Conferences are attended. 
7.1.1 Attends at least one national conference of principals annually. 
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7.1.2 Attends other national or international forums, where appropriate, to 
meet own developmental needs. 

 
7.2 Local Principals meetings are attended. 

7.2.1 Contributes to meetings of local principals. 
7.2.2 Communicates informally with other principals. 

 
7.3 The Principal’s own training needs are identified and met. 

7.3.1 Identifies own training needs through self-appraisal in the 
performance management process. 
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PERSON SPECIFICATION 
 
 

● Visionary principal with experience in leading learning and change to improve 
student outcomes. 

 
● Excellent communication and interpersonal skills that inspire and build strong 

relationships with learners, staff, board and community. 
 

● An excellent and experienced curriculum practitioner who can lead teacher learning 
and professional development to ensure high quality teaching and learning that 
improve student outcomes. 

 
● Ability to lead a team collaboratively and build a positive school culture, embracing 

diversity and modeling the school values. 
 

● A leader who ensures an inclusive and supportive environment that is conducive to 
student learning and wellbeing. 

 
● Ability to engage effectively with Whānau, embracing our multicultural school 

community and bicultural heritage; and fostering Te Reo Māori and Tikanga.  
 

● Ability to manage conflict and solve problems effectively and calmly. 
 

● Ability to manage resources effectively and efficiently to improve student outcomes. 
 

● Innovative leader who is future focussed and promotes digital literacy. 
 

● Proven ability to improve the student outcomes of Priority  Learners (Māori, Pasifika, 
Special needs and Gifted Learners). 
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