
Job Description and Person Specification 

Role title Responsible to 

Principal of Gracefield School Gracefield School Board of Trustees, through the Board Chair 

 

Role purpose 
The Principal of Gracefield School is responsible for leading and managing the school to achieve 
its vision and mission in a manner consistent with: 

● The School Charter; 
● The Strategic Plan; 
● Board policies; 
● All Statutory and Regulatory requirements; and 
● All delegated responsibilities. 

The Principal is a full member of the Board of Trustees in his/her own right, sharing with the other 
Trustees the collective responsibility for the governance of the School.  At the same time the 
Principal fulfils the position as the main adviser to the Board as well as the professional leader of 
the School. 

About us and your team  
Gracefield School is a city school located at the foot of the Wainuiomata hill in Waiwhetu, Lower 
Hutt. We are a contributing, decile 5 school, teaching tamariki from years 1– 6. The school was 
opened in 1939 with just two classrooms. Today we have ten classrooms and a stable roll of 
approximately 240 students. 

The ‘Steps for Success’ represent the school values and are linked to the key competencies of 
The New Zealand Curriculum (NZC).  The values focus on supporting students to be life-long 
learners. 

● hinengaro tuwhera - adaptable 
● pukumahi - conscientious 
● āta whakaaro - thinkers 
● whakaaro nui - respectful 
● māia - risk takers 
● whakawhiti kōrero - communicators 

Supported by a Deputy Principal, you will be responsible for 10 teachers, 9 teacher aides and 5 
support staff. 

The management of the school is split into three syndicates with syndicate leaders exercising 
professional leadership.  These syndicates include: 

● Junior Syndicate – New Entrants, Years 1 and 2 

● Middle Syndicate – Years 3 and 4 

● Senior Syndicate – Years 5 and 6 
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Key relationships 
Internal External 

• Board of Trustees (Board) 
• All staff of the school 
• All students attending the school 

• Ministry of Education 
• Education Review Office 
• Whānau and wider school community 
• Other Educational Groups  
• The Special Education Service 
• Unions 
• New Zealand School Trustees Association 
• Other agencies/organisations as required 

 

What you’ll do 
Key responsibilities To achieve this, you will need to: As a result we will see: 

Governance 
• Act as Chief Educational adviser to the 

Board of Trustees. 

• Meet statutory requirements for the 
management and control of the school. 

• Fulfil the dual role of being a Board 
member while also undertaking the role 
of Chief Executive of the school. 

• Assist the Board with the development of 
the School Charter, strategic plan and 
annual operational plans and budgets. 

• Advise and consult with the Board on 
policy development. 

• Advise the Board of factors influencing 
school performance and keep the Board 
advised on any risks to the school. 

• Report regularly to the Board on 
management issues and on the 
attainment of Charter and Plan goals. 

• A Board that is kept up to 
date with developments within 
education and is able to act 
appropriately when required. 

• A collaborative approach 
between the school and the 
Board on the development of 
the School Charter and other 
strategic documents. 

• Effective discharge of both 
roles – Board member and 
Chief Executive. 

• Compliance with all legal and 
statutory requirements 
confirmed through regular 
self-review. 

• Implementation of effective 
and fit for purpose policies. 

Student Achievement • Support all students to achieve their 
potential. 

• Provide a safe environment which is 
inclusive and culturally welcoming. 

• Maximise learning opportunities for all 
students with a particular focus on 
priority learners. 

• Put the interests and wellbeing of 
children at the centre of what the school 
does.  

• Consult with parents, caregivers and 
whānau to set the direction for 

• The interests and wellbeing of 
students is at the centre of 
everything that is done. 

• A curriculum provided that 
engages, excites and 
motivates all students. 

• Demonstrated continuous 
improvement in student 
achievement. 

• The school’s journey in 
regards to Māori and Pasifika 
students grows and develops. 
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educational achievement within the 
school. 

• Parents, caregivers, whānau 
and the school community 
engaged on student progress 
and other school related 
matters. 

Professional 
Leadership 

• Fulfil the role of Chief Executive to the 
Board as outlined in his/her performance 
agreement. 

• Translate the vision and values into clear 
expectations of excellence in both 
behaviours to others and commitment to 
learning. 

• Engage with staff and share knowledge 
about effective teaching and learning in 
the context of the NZ curriculum. 

• Maintain a professional learning 
community where staff members are 
provided with feedback and support on 
their professional practice. 

• Analyse and make effective, timely 
responses to school self-review, external 
audits and outcomes of student 
achievement.  

• Applies appropriate and effective 
management practices (education and 
non-educational).  

• The aims and objectives of 
the School Charter 
implemented. 

• A school curriculum that is 
delivered in accordance with 
policies and NZ Curriculum 
requirements. 

• An adapted curriculum that 
incorporates the special 
character of the school. 

• Innovation and continuous 
improvement occurs to meet 
diverse student needs and 
modern teaching practices. 

• School assessments, 
reporting, and review 
practices and processes in 
place. 

• Staff that are empowered 
through effective delegation 
and other management 
practices. 

Personnel 
Management 

• Manage the recruitment of staff. 

• Manage staff performance, ensuring that 
performance agreements and appraisals 
are completed and ongoing professional 
development plans are in place for all 
staff. 

• Effectively manage any staff disciplinary 
matters. 

• Ensure that the Payroll service supplier 
is provided with all the documentation 
required to ensure that all staff are paid 
correctly and leave is correctly recorded. 

• Health and Safety matters are 
appropriately managed in line with Board 
policy and H&S legislation.  

• School staffing reflects the 
school’s identified priorities 

• Performance agreements 
completed and staff 
encouraged to undertake 
professional development that 
improves their performance.  

• Staff paid correctly and 
correct leave balances. 

• A safe and healthy 
environment for all students 
and staff. 

Relationship 
Management 

• Develop and maintain effective 
relationships with the Board, staff, 
students and the wider community. 

• Positive relationships 
developed and maintained 
between the School and the 
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• Liaise with the Board Chair and other 

Board members at all times over matters 
of mutual interest or concern. 

• Develop a climate of trust and a culture 
of honest communication and respect 
between the School, the community it 
serves, and local iwi. 

• Maintain effective communication 
channels within the School in order to 
brief staff on all aspects of the Schools 
governance and management. 

• Manage conflict effectively and actively 
in order to achieve solutions. 

community (including parents, 
whānau and local iwi). 

• Effective communication 
systems are operating within 
the school and externally with 
the wider community. 

• Staff that are kept informed 
on day-to-day and long-term 
issues. 

• Concerns and conflicts that 
are raised are dealt with 
promptly and in accordance 
with School policies and 
guidelines. 

Financial and Asset 
Management 

• Effectively and efficiently use available 
financial resources and assets to support 
and improve student achievement. 

• Manage the School budget and work 
within available resources. 

• Work with the Board to control, monitor 
and report on the use of finance and 
assets. 

• Manage and maintain educational 
facilities, equipment and the School 
grounds. 

• Effectively manage ICT as a tool for 
management and learning. 

• Financial management 
policies that ensure 
accordance with legal 
requirements. 

• A Board that is kept informed 
of variances in budgets, 
maintenance requirements 
and adherence to property 
maintenance and asset 
replacement plans. 

• Budget allocations (including 
Special funding allocations) 
reflect identified priorities. 

Self-Development • Demonstrate a commitment to own 
ongoing learning and professional 
development. 

• Opportunity to improve own 
knowledge and skills sought 
and acted upon. 

• Active membership in 
professional organisations. 
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What you’ll bring to Gracefield School 

Personal Attributes 

We are looking for a principal that has the following attributes: 

• Is friendly, approachable and shows a willingness and desire to engage with staff, students 
and the school community 

• Puts our children at the heart of what they do 

• Understands the importance of and champions the schools vision, values and behaviours 

• Is committed to building an agile and resilient school that considers the wellbeing of their staff 
and students as paramount 

• Has energy, drive and is ambitious for Gracefield school 

• Is forward thinking, visionary, understands the big picture and is a change enabler 

• Isn’t shy from dealing with the hard problems in a firm but fair way 

• Understands the importance of delegation and shares management and leadership 
responsibilities 

In the words of our children:  A principal that is nice, funny, kind, caring and cool person who 
looks after the teachers, children and the school. 

Qualifications and experience 
We are looking for a principal with the following qualifications and proven experience: 

• A relevant degree or tertiary qualification 

• Current Practicing Certificate 

• Management of school finances, assets and resources to achieve value for money including 
MoE processes, funding and other financial processes 

• People management – recruiting, developing and growing great teachers and support staff 

• Working in a  wide range of schools e.g. different deciles 

• Working with a diverse community  

• Collaboration with parents – seeking and responding to feedback 

• Previously held school management or leadership position and a strong background in 
teaching 

Knowledge 
We are looking for a principal that understands the following: 

• New Zealand curriculum as well as up to date pedagogy, modern teaching and learning 
practices e.g. STEM 

• Te Ao Māori and how it can be incorporated and woven through curriculum and school 
operations 

• Using technology to enhance student experiences 

• Principles of restorative justice practice and other behaviour management techniques 
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Skills 
We are looking for a principal that can: 

• quickly gain rapport and connect at a range of levels  e.g. makes an effort to understand and 
engage with children about what they are interested in 

• contribute to many different aspects of school life e.g. sports, music, drama etc 

• bring out the best in others - staff, teachers and students 

• create a school culture of innovation and continuous improvement - keeping the best of what 
we have and building on this to meet the challenges of the future 

• build and continually improve systems, processes and pedagogy required to deliver on the 
school's strategic plan 

• engage with a diverse school community – reach out, involve and encourage participation 

• respond quickly and flexibly to school demands 

• set clear expectations and hold staff to account for meeting those expectations 

• drive, support and resource change across the school as well as communicating the case for 
change 

• stay calm and act appropriately in the face of conflict and other obstacles 

Delegations 

The Board delegates to the Principal all the day-to-day responsibilities for the management of the 
School.  The Principal has the full authority of the Board, and in law, to manage the day-to-day 
administration of the School as he/she thinks fit, consistent with the Board’s general policy and 
direction. 

Disclaimer 
The responsibilities above are intended to describe the general nature and level of work required 
by the incumbent to achieve the expected outcomes for the job. From time to time, the incumbent 
may be required to perform duties outside of these responsibilities as required. 
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