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Ashburton College 
  

 

 

     Individual Excellence in a Supportive Learning Environment 

 

Job Description: Assistant Head of Faculty 
 
 

Responsible To 

Head of Faculty 

 

Key External Relationships 

As identified through delegation and responsibilities, including: 

• Parents and caregivers; 

• Local stakeholders; 

• Advisors and Subject Study Associations. 

 

Key Internal Relationships 

Arising through this role: 

• The relevant Head of Faculty;  

• Working as a member of a Faculty Leadership Team;   

• Working in liaison with Heads of Schools (being pastoral leaders and key pastoral staff), and 
specific responsibility or portfolio holders (e.g. Principal’s NZQA Nominee, Deputy Principals etc); 

• Supporting leadership within the Faculty;  

• Providing day-to-day leadership and responsibility for a team of teachers within the learning area, 
which may include other Unit Holders; 

• Providing day-to-day leadership and responsibility for any attached non-teaching staff. 
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Delegations 

Specific delegations for staff and/or resources (e.g. budget) will be determined by the allocated roles 
and responsibilities. 

When required to exercise these delegations the Assistant Head of Faculty is expected to maintain 
and further the wider interests of the College as well as meeting the intent and expectations of the 
delegated authority. 

 

Core Function 

Responsibility for, and support of, the quality of learning programmes, the effectiveness of teaching 
and student outcomes within the Faculty and related Subjects. 

 

Purposes 

1. To be a leader within a Faculty of Ashburton College. 

2. To assist in furthering the Philosophy, Goals and Objectives of the College as specified in its 
Charter and Strategic Plans. 

3. To assist in the professional leadership of the teaching staff and responsibility for the 
construction and delivery of the instructional programme of the learning area. 

4. To support the College’s professional and organisational activities, supporting and leading these 
within the learning area. 

5. To promote, develop and monitor identified aspects of the College's activities within the learning 
area. 

6. Within the scope of the learning area to provide leadership for the staff, students and community 
in accordance with the formal directions of the College and the decisions of the Senior 
Leadership Team (SLT). 

7. To represent the College formally and informally as required. 

8. To delegate and act for the Head of Faculty as may be required. 

 

Key Tasks 

1. Charter 

1.1. Assist the Head of Faculty in the maintenance and delivery of the Objectives of the College 
Charter and in the development and realisation of the College’s long-term vision.   

1.2. Assist to implement and sustain College procedures and initiatives. 

1.3. Contribute to the Faculty’s achievement of the Goals and Objectives of the College. 
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1.4. Determine the professional practices and support the monitoring of the achievement of students 
throughout the Faculty, including specific interventions and risk management. 

1.5. Support reporting on Faculty achievements against Goals and Targets. 

 

2. Students' Learning Needs and Well-being 

2.1. Assist in determining and implementing a curriculum relevant to the learning abilities, aptitudes 
and needs of all students within the learning area. 

2.2. Support the College policies and organisation for the pastoral care of students. 

2.3. Promote, develop and monitor standards of conduct and integrity in the College. 

2.4. Ensure that the progress of students is monitored, recorded and reported on. 

2.5. Inform students' families of achievements and progress and consult over student needs within 
the learning area. 

 

3. Human Resource Management 

3.1. In conjunction with the Head of Faculty, implement and maintain sound employment policies, 
procedures and practices. 

3.2. Assist in the appointment of Faculty staff in accordance with the policy of the College as 
requested. 

3.3. Assist in allocating duties and responsibilities of staff within the learning area and the monitoring 
of these in a manner consistent with their conditions of employment. 

3.4. Assist in establishing and maintaining effective systems of delegation, communication and 
decision-making. 

3.5. Lead and ensure the appraisal of allocated staff in accordance with College procedures, 
including the addressing or referral of poor performance should this be identified. 

 

4. Staff Development 

4.1. Implement and support the College policy and procedures for professional development, valuing 
and support of yourself and staff. 

4.2. Foster the provision and maintenance of high standards of teaching performance. 

4.3. Assist the Head of Faculty to develop performance objectives and measures to implement and 
appraise these. 

4.4. Motivate staff and students by personal influence, incentives and concern for individual needs, 
health, safety and working environment generally.  Solve problems and resolve conflict by 
applying leadership, negotiation, arbitration and reconciliation skills. 
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4.5. Make recommendations to the Head of Faculty regarding registration of teachers. 

4.6. Provide leadership to, and by being an active participant within, College and staff development 
initiatives or programmes. 

 

5. Capital Resources 

5.1. Contribute to the preparation of draft budgets and plans for managing the resources of the 
College. 

5.2. Support the management and control of spending of the approved Faculty Budget.  

5.3. Ensure that the material resources available to deliver the curriculum are used effectively within 
the learning area. 

5.4. Assist in the day-to-day management of the physical resources of the learning area, including 
equipment, buildings, plant and premises. 

 

6. Community Relations 

6.1. Develop and maintain effective relationships within the Faculty, including employees, students, 
parents, caregivers. 

6.2. Assist with Faculty reporting to the Principal and Board of Trustees. 

6.3. Act as a spokesperson for the learning area, including with the local media when specifically 
delegated or directed. 
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Person Specification 

 

Key Competencies 

The following competencies and skills are important to being successful as an Assistant Head of 
Faculty at Ashburton College. 

 

Relationship Management 

This is the ability to successfully establish, develop and maintain relationships for a variety of 
purposes.   

As an Assistant Head of Faculty you successfully manage professional and inter-personal 
relationships with the teachers and support staff within your team, through which you develop strong 
professional teams and maintain a focus on student outcomes and the successful operation and 
management of the Faculty. 

 

Problem-Solving and Strategic Thinking 

This includes the ability to analyse a situation, identifying the key components and drivers present, as 
well as required parameters and/or desired outcomes and the means to achieve these.  From this an 
appropriate plan is developed and implemented and resources and those involved are effectively led, 
organised and managed.  This will result in the completion of the outcomes sought, and stronger 
relationships. 

As Assistant Head of Faculty you are expected to maintain awareness of issues and problems within 
the learning area, seeking and implementing solutions for these.  

You will also maintain a wider awareness of the directions that curriculum and pedagogy are moving in 
and successful practices in other similar learning areas and settings. 

 

Communication 

This is the ability to communicate with a range of defined stakeholders in deliberate and appropriate 
ways, such that people within and outside the College feel genuinely communicated with and/or 
involved.  

As Assistant Head of Faculty you will be able to communicate well within and for the learning area 
team, as required.   

You will be expected to present to larger groups, and in writing.  

You are able to pre-empt others’ communication needs and to use communication opportunities to 
further the interests of the learning area and Faculty.   

You will use evidence and persuasion as required. 
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Teamwork and Team Leadership 

This is the ability to be both a valuable team member and a capable team leader.  

As Assistant Head of Faculty you will be able to build co-operative relationships and participate 
willingly as a member in a variety of College teams.  You will successfully convene and facilitate your 
learning area team as required, and play a positive part within the Faculty, contributing to other 
College teams towards agreed objectives.   

 

Self-Management  

This is the ability to manage yourself ensuring that family, wider personal interests and College 
responsibilities are successfully managed.  This involves successfully managing a variety of 
concurrent activities and, at times, competing interests and ensuring that complex issues/tasks and 
those with longer timeframes are also progressed successfully.  It is likely that you will have a range of 
tools and techniques to ensure your success in this area. 

As Assistant Head of Faculty you will ensure that your family and wider personal interests are 
successfully managed alongside your College responsibilities. You will have and use assistance from 
your Head of Faculty and the Senior Leadership Team to achieve this. 

You will also take an active involvement in College, Faculty and learning area professional 
development and be aware of your own professional development needs.  

You will also successfully manage a variety of learning area or Faculty activities and responsibilities, 
many of which will have differing timeframes, involve a range of disciplines or factors and may require 
contributions from outside the College. 

 

Organisational Performance and Awareness 

This involves both being supportive of Faculty Leadership, and having some responsibility for the 
overall performance of the Faculty, and being accountable for those areas of responsibility or 
delegations, as well as maintaining an overall awareness of the College and a wider awareness of the 
education sector and community of which the College is a part. 

As Assistant Head of Faculty you will maintain and accept a wider responsibility within the Faculty and 
College as a whole, exercising leadership and influence as required.  You will be aware of the 
College’s success as an organisation, particularly as an education provider, and within your learning 
area you will seek to ensure that this is optimised, using resources within the College to do so.  This 
may involve moral courage through doing what is right as opposed to what is easy. 

You will also maintain an awareness of development, events and opportunities in wider education and 
the community, with a view to identifying implications and actions required to ensure the learning 
area’s progress and effectiveness. 

 

Professional Expertise 

This is the extent of professional and practice knowledge and ability to use that knowledge required in 
order to be successful in the role.  
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As Assistant Head of Faculty you will have a proven strength and specialist knowledge of successful 
teaching and learning practices in the specific curriculum area.  

You are able to use this knowledge and expertise to good effect in the learning area - leading others, 
solving problems and further developing the learning area.  

You will also demonstrate practical expertise in leading and working with teachers, support staff and 
students in the learning area team.  

 

Expertise, Experience and Attributes 

The following experience and attributes are required: 

1. Successful teaching experience and expertise. 

2. Full teacher registration. 

3. Previous successful experience working in, and on occasions, leading teams in educational 
settings. 

4. Previous experience in successfully managing resources or projects. 

5. The ability to use and manage data and information in order to identify student achievement and 
to critique learning area/subject performance. 

6. Inter-personal skills, including relationship management and communication skills with 
colleagues, students and parents/caregivers.  

7. The ability to make decisions, within and for a team, then lead and manage these to successful 
implementation, ongoing practice or conclusion. 

8. The willingness to accept responsibility and authority    

The following experience, expertise or attributes would be useful:  

9. Experience of successful team membership and leadership, especially within a curriculum or 
teaching practice context. 

10. The inter-personal skills that enable you to maintain the confidence and focus of a team of 
others, especially in managing change or development, or at times of high tempo or pressure. 

11. Specialist subject experience and/or knowledge, or leadership within a specialist area (such as 
regional subject association etc). 

 

    
Principal  [Appointee] 
 
 
 
    
Date  Date 


