
 
 
 
 

POSITION DESCRIPTION 
 
 
 

Head of Faculty English & Media Studies 
Schedule of Responsibilities and Person Specification 

 
 

 
 

 
Responsible to: Deputy Headmaster - Academic 
Management Units: 3.5 MUs 
 
 
 

 
Purpose of the position: Heads of Faculty continue to operate as Head of Department and 
curriculum leaders within their teaching area while also undertaking additional faculty-wide 
coordination and support responsibilities. These responsibilities represent an extension and 
refinement of the core Head of Department leadership functions, with a focus on strategic 
alignment, communication, and faculty oversight 
 
 
 

 
Functional Relationships 
 

Internal 
● Deputy Headmaster - Academic 
● Senior Leadership Team 
● Assistant Head of Department English & Media 
● Head of Faculty team 
● Heads of Departments 
● Housemasters, Counsellors 
● All staff 
● Students 



External 
● Parents 
● Wider College community 
● Third parties 

 
 
 

 
Expectations of the Appointee: 
 

● Registration by the Teaching Council of Aotearoa New Zealand 
● Excellent interpersonal and communication skills 
● Demonstrated leadership ability 
● Professional approach and the ability to work cooperatively and effectively with colleagues to 

develop professional relationships 
● A role model of the NZ Teaching Standards and Code of Professional Responsibility 
● Empathy and sensitivity to all people 
● Commitment to biculturalism and an understanding of and respect for tikanga Māori 
● Ability to work independently and as part of a team 
● Contribute to the extracurricular life of the College by coaching or managing a summer and 

winter sport 
 
 

 

 
Principal Tasks: 
 
Leading and Teaching 
 
The Head of Department is expected to operate as a pedagogical leader by fulfilling the following 
functions: 

● Modeling exemplary teaching and professional practice in alignment with the Teaching 
Council Standards and Code. 

● Engaging in continuous professional reflection and curriculum leadership dialogue 
through subject associations, conferences, and relevant study. 

● Championing effective pedagogy through classroom observation, constructive feedback, 
and the collegiate sharing of best practices. 

● Utilising achievement and engagement data to refine curriculum delivery and improve 
student outcomes, specifically for those not yet meeting expectations. 

● Promoting inclusive environments and differentiated learning opportunities, including 
targeted extension and enrichment. 

● Providing leadership in behavior management and the consistent implementation of 
College expectations. 

● Leading the strategic review and development of programs to ensure learning remains 
relevant, engaging, and rigorous. 



● Cultivating a culture of collaboration, innovation, and the leveraging of staff strengths 
within the department. 

● Advancing the effective integration of digital learning tools, including the College 
Learning Management System. 

● Facilitating and reviewing student feedback to inform future program development. 
 
Department Leadership and Management 
 

The Head of Department is responsible for the following operational and strategic management 
tasks: 

● Maintaining and reviewing schemes of work and course documentation for curriculum 
and College alignment. 

● Managing NCEA assessment and moderation processes in accordance with NZQA and 
College policy requirements. 

● Ensuring assessment practices are consistent, fair, and responsive to diverse student 
needs. 

● Leading departmental professional learning and fostering collaborative professional 
practice where appropriate in collaboration with HOF. 

● Analysing achievement information to inform departmental planning and continuous 
improvement. 

● Managing departmental resources, including budgets, staffing, and rooming, in 
consultation with faculty leadership. 

● Collaborating on recruitment and induction processes to ensure staff quality and 
support. 

● Establishing annual department goals that achieve strategic alignment with College 
priorities. 

● Preparing departmental academic reporting as required by the Deputy Headmaster – 
Academic. 

● Overseeing the successful completion of the departmental Professional Growth Cycle. 
● Completing all appraisal and performance review responsibilities for direct reports. 
● Supporting and celebrating staff professional growth and their contributions to the 

department. 
● Coordinating departmental administration, including meetings, relief coordination, and 

College communications. 
● Ensuring all reporting systems and processes are accurate and adhere to College 

expectations. 
● Working with College support staff to enhance teacher capability and operational 

efficiency. 

Collegewide Responsibilities 
 
The Head of Department is expected to contribute to the broader College environment by: 
 
● Positively influencing the professional culture and collegial environment of the College. 
● Actively supporting the College’s co-curricular and holistic education programmes. 
● Participating in College-wide professional development and shared learning initiatives. 
● Contributing to the effective implementation of strategic priorities and College-wide 

initiatives. 



● Maintaining clear communication with senior leadership regarding significant 
departmental and curriculum matters. 

Professional Expectations 
 
The Head of Department is expected to maintain the following professional standards: 
 
● Upholding and promoting the special character, Anglican heritage, and core values of 

the College. 
● Nurturing positive and professional relationships with students, staff, parents, and the 

wider community. 
● Demonstrating unwavering integrity, professionalism, and collegiality in all aspects of 

leadership. 
● Contributing actively to a culture centered on continuous improvement and professional 

collaboration. 
 

 
 
 
Head of Faculty Responsibilities: 
 
The HoF responsibilities represent an extension and refinement of core leadership, focusing on 
faculty-wide alignment and oversight. Head of Faculty responsibilities include the following: 

● Supporting Heads of Department, in conjunction with the CTER, in curriculum leadership 
and departmental excellence. 

● Providing oversight and support for teaching and professional practice across the entire 
faculty. 

● Working with HoDs and the Deputy Headmaster – Academic to drive strategic alignment 
and College priorities. 

● Contributing to fortnightly Heads of Faculty meetings and participating in College-wide 
leadership consultation. 

● Ensuring consistency in meeting NZQA and College assessment expectations across all 
faculty departments. 

● Supporting faculty-wide resourcing discussions, including budget oversight and staffing 
recommendations. 

● Monitoring faculty achievement trends to identify areas for broader curriculum 
improvement. 

● Collating faculty academic reporting for senior leadership review. 
● Leading faculty leadership meetings and communicating strategic priorities and actions 

to staff. 
● Assisting Heads of Department in the creation of goals aligned with the College’s 

strategic vision. 
● Support the consistent completion of the Professional Growth Cycle across the faculty. 


