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     Thames High School 
Te Kura Tuarua o Hotereni 

 
 
Person Specifications for all subject areas 
                                                                                                      
Knowledge and understanding 
 
 
1. A thorough knowledge of the schooling process, the organisation and 

administration of schools and the education system in general. 
 
2. An understanding of the teaching and learning process. 
 
3. An understanding of issues relating to curriculum development and 
 assessment. 
 
4. An appreciation of modern management techniques as they relate to 
 educational administration. 
 
5. An appreciation of equity issues. 
 
6. An understanding of issues relating to “managing change.” 
 
7. An understanding of issues relating to the National Qualifications Framework. 
 
Skills 
 
1. An ability to define tasks, determine priorities and see tasks through to 
 completion. 
 
2. Ability to work as a member of a team. 
 
3. Ability to work effectively with a wide variety of people. 
 
4. Ability to develop good relations with students. 
 
5. Skills which assist in identifying issues and generating appropriate solutions. 
 
6. Ability to cope with change and assist others to do the same. 
 
Experience 
 
The appointee will have: 
 
1. Demonstrated performance in subject curriculum. 
 
2. Demonstrated performance to a high standard as a teacher. 
 
3. Clear interest in developing curriculum. 
 
4. Willingness to participate in extra-curricular activities 
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Position Description 

CLASSROOM TEACHER   
 
1. Plan for and teach classes allocated by the principal, following the relevant 

Departmental Scheme. 

2. Maintain accurate records of all assessment tasks and the attendance of all 

students. 

3. Provide formative assessment for all students in the classes you teach. 

4. Gather data from students and reflect on your teaching practice. 

5. Attend all Staff and Department meetings. 

6. Attend all Report Evenings, Prizegivings and any other meeting held outside 

normal school hours when requested to do so by the Principal. 

7. Carry out all allocated playground supervisory duties. 

8. Obey all reasonable instructions given by members of the Senior Management 

Team and Heads of Department. 

9. Undertake and reflect on professional development.   

10. Follow the policies and procedures of Thames High School. 

11. Maintain the relevant professional standards as outlined in the Secondary 

Teachers’ Collective Employment Contract. 

WHĀNAU/ROOPŪ TEACHER  
 
1. Correctly maintain the whānau or roopū roll. 

2. Disseminate all necessary information to whānau/roopū. 

3. Follow school procedures when following up issues of uniform, lateness and 

attendance. 

4. Ensure whānau/roopū members are receiving the appropriate pastoral care, 

referring them to other staff when necessary.  

5. Inform caregivers of any concerns regarding the attendance or behaviour of their 

children. 

 

LEARNING ADVISORY TEACHER 

1. Provide academic tracking and mentoring for students in the learning advisory 

group. 

2. Inform caregivers of any concerns regarding the learning progress or 

achievement of their children. 

3. Prepare and plan a programme to support the learning and achievement of the 

students in the learning advisory. 
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HEAD OF DEPARTMENT 
 
 
1. Maintain an up-to-date Departmental Handbook/Scheme that contains all 

necessary information. 

 

2. Prepare an annual departmental strategic plan. Ensure departmental spending 

remains within budget, and that money is spent on the resources budgeted for.   

 

3. Ensure all staff in the department are appraised and/or attested as required. 

 

4. Maintain an accurate and up-to-date inventory of all departmental resources. 

 

5. Ensure the Principal receives minutes of all departmental meetings. 

 

6. Regularly review school and departmental goals. 

 

7. Notify the caregivers of senior students who are not meeting course completion 

and/or attendance requirements according to school policy. 

 

8. Meet all applicable Unit Holders’ Standards as outlined in the Secondary 

Teachers’ Collective Employment Contract. 

 

9. Meet and uphold the Code of Professional Responsibility and Standards for the 

Teaching Profession (Education Council 2017). 

 

10. Attend all HOD meetings. 
 


