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POSITION DESCRIPTION 

POSITION TITLE: Dean of Teaching and Learning 

REPORTS TO: Principal  

DEPARTMENT: Executive 

POSITION PURPOSE: • Foster the academic progress of students in the Secondary School. 

• Be a leader of teachers across the School. 

• Plan and support initiatives that drive the School’s Strategic Plan. 

• Commit to achieving excellence in educational outcomes in a co-

educational environment. 

FURTHER INFORMATION • Note all requirements of the Position Description. 

• For clarification, refer to the Principal. 

• Retain a copy of the Position Description for reference. 

• As the needs of the School change, your Position Description may 

require revision. 

OUR MISSION 

We enable our students to discover their passion and direction in life and make a positive contribution in the 

world. 

OUR CORE VALUES 

We are a nurturing Christian community, basing all we do on the values of: 

RESPECT for ourselves, for others and the environment.  

RESPONSIBILITY for our actions.  

HONESTY in our interaction with others.  

COMMITMENT to achieve our best in all we do. 

OUR VISION AND ETHOS 

John Wollaston is a Pre-Kindergarten to Year 12 co-educational Anglican School, distinguished by our ethos, 

values and whole school approach that enable students to make a seamless transition through all stages of 

schooling.  

Our range of enriching programs, Christian principles and the positive influences of our staff enable John 

Wollaston students to develop as inquiring, knowledgeable and caring young people, lifelong learners and global 

citizens who help to create a more peaceful world.  

We are a progressive school, seeking out distinctive evidence-based approaches to teaching, learning and pastoral 

care in order to prepare our students for the challenges and opportunities of the 21st century.  

We believe everyone can enjoy a bright future, and our students are encouraged and equipped to make the most 

of their potential for themselves and their communities.  

In our safe and stimulating environment students have the opportunity to identify and build on their character 

strengths, explore their talents and creativity, strive for personal excellence and be part of an inclusive school 

community. 

OUR STRATEGIC DIRECTION 

Thriving, supportive relationships are a distinctive feature of our school. They are fundamental to a bright future 

for our students, collaborative learning and the sense of well-being for all members of our school community. 

Most importantly, relationships are the essence of our connection with God and others. 
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1. ESSENTIAL CRITERIA 

Professional Qualifications 

• Bachelor of Education or a degree qualification supported by a Post Graduate Diploma of Education 

 

The Dean of Teaching and Learning will be able to demonstrate the following: 

1.1 Understanding and support of the Mission, Vision and Ethos and Core Values of The Anglican 

Schools Commission (ASC) and John Wollaston Anglican Community School (the School).  

1.2 Active support of a child safe culture. 

1.3 Knowledge and understanding of curriculum issues in a State and national context. 

1.4 A commitment to enhancing pedagogical initiatives which will deliver a contemporary curriculum. 

1.5 Outstanding leadership, management and team building skills, with the capacity to lead staff in 

planning, implementing and managing change. 

1.6 Excellent administrative and organisational skills including strong written and verbal communication 

skills and effective time management. 

1.7 Excellent interpersonal skills being inclusive, approachable, a good listener and having the capacity to 

establish and maintain positive relationships with staff, students, parents and carers. 

1.8 Effective financial management skills. 

1.9 The professional attributes and skills of a highly competent, experienced classroom practitioner. 

2. DESIRABLE CRITERIA 

2.1 Post Graduate Studies in Education (or similar). 

2.2 Experience in timetable preparation and implementation. 

2.3 Experience in the platforms and tools of SEQTA, Synergetic, MAZE and Edval. 

3. PERSONAL ATTRIBUTES 

The Dean of Teaching and Learning is expected to possess: 

• energy and passion for the teaching profession; 

• confidentiality, discretion, diplomacy and sound judgement; 

• an ability to think creatively and strategically; 

• reliability and integrity; 

• a strong work ethic; 

• loyalty to the role, people and the School; 

• a positive and proactive attitude, with a sense of humour;  

• respect for self and others; and 

• an ability to balance a professional career and personal life in a demanding position. 

4. TERMS AND CONDITIONS OF APPOINTMENT 

4.1 The Dean of Teaching and Learning is appointed by the Principal. He/She is directly responsible to 

the Principal for all aspects of his/her duties and works in co-operation and collaboration with the 

Executive. 

4.2 Teaching load of 0.2 FTE. 

4.3 An attractive remuneration package will be offered to the successful applicant. 

4.4 The initial term of appointment will be for the period 1 January 2021 to 31 December 2025 inclusive, 

with the first twelve (12) months being a probationary period. Employment will be subject to the 

successful completion of the probationary period. Further terms may be offered subject to professional 

review in accordance with school guidelines. 

4.5 The successful applicant is required to be a member of the Teacher Registration Board (WA) and 

possess a valid Working with Children Check. 
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KEY RESPONSIBILITIES 

4. GENERAL 

4.1 Assists the Principal in carrying out the aims and objectives of the School. 

4.2 Supports Executive and colleagues in their responsibility for the day-to-day organisation of the 

Secondary School. 

4.3 Supports the Dean of Pastoral Care in the day-to-day operation of the House System, pastoral care 

and behaviour management of students. 

5. TEACHING AND LEARNING 

5.1 Oversees the implementation of the Secondary School curriculum including WACE courses, endorsed 

programs, Vocational Education and Training (VET) and Western Australian Curriculum. 

5.2 Researches and implements contemporary teaching and learning pedagogies. 

5.3 Oversees all school-based curriculum initiatives and development, including initiatives to enhance 

academic excellence and study skills. 

5.4 Works with staff to ensure the implementation and maintenance of school policies and procedures, 

pertaining to the academic program. 

5.5 Liaises with School Curriculum and Standards Authority (SCSA) on curriculum matters; Small Group 

Moderation partnerships; Consensus; and Assessment seminars. 

5.6 Oversees the SCSA Endorsed Programs offered by teaching staff and undertaken independently by 

students. 

5.7 Meets SCSA deadlines for the details of enrolment, special provisions and exemption details for senior 

students. 

5.8 Completes SCSA Special Provision applications for senior students undertaking the Western 

Australian Certificate of Education (WACE) examinations. 

5.9 Keeps staff abreast of State and national curriculum developments and related issues.  

5.10 Facilitates programs and fosters links with the Tertiary Institutions Service Centre (TISC), WA TAFE 

Colleges, Registered Training Organisations and universities. 

5.11 Collates the subject proposed Certificate fee and staffing costs for the delivery of the VET program. 

5.12 Liaises with the VET/Careers Coordinator to oversee the Worklink program and related issues. 

5.13 Oversees the delivery of Certificate qualifications. 

5.14 Compiles curriculum related student data for school census requirements. 

5.15 Analyses academic results of students in Years 7 to 12 participating in National and State surveys 

including the National Assessment Program - Literacy and Numeracy (NAPLAN) and Online Literacy 

and Numeracy Assessment (OLNA). 

5.16 Collaborates with the Head of Inclusive Education about survey data, identifying strategies for in-class 

differentiation. 

5.17 Collaborates with the Head of Inclusive Education and teachers to identify students who may be 

considered Gifted and Talented and oversees the process of developing learning extension 

opportunities. 

5.18 Oversees the talented and gifted, and academic excellence initiatives; Pegasus Program; Pegasus 

Pathway 7 Program; and the Pegasus Society. 

5.19 Collaborates with the Head of Inclusive Education to offer senior students individualised learning 

programs that will best prepare them for post-Year 12 e.g. ASDAN, Workplace Learning (WPL), 

Preliminary courses and /or reduced course loads. 
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5.20 Collaborates with the Head of Inclusive Education to ensure that special considerations are included, 

and applied, in Years 10, 11 and 12 examinations. 

5.21 Informs the Executive, other relevant staff and parents/guardians of issues relating to students who 

are academically at risk. 

5.22 Provides support and counsel for students who are academically at risk. 

5.23 Counsels students as required on subject and course choices and changes. 

5.24 Coordinates the Senior School Assessment Calendar. 

5.25 Facilitates parent/guardian information sessions from Years 8 to 12 regarding: academic success, 

WACE requirements, course selection and post-school options. 

5.26 Liaises with and responds to parent/guardian requests and enquiries in a courteous and timely 

manner. 

5.27 Coordinates the Value Added Program (VAP).  

5.28 Manages all curriculum and portal-related matters within SEQTA. 

5.29 Approves, with Executive, the inclusion of camps, excursions and incursions into the School’s 

academic program.  

5.30 Facilitates Orientation sessions for Years 10, 11 and 12 students at the commencement of the 

academic year. 

5.31 Assists with the Secondary Encounter Program. 

5.32 Attends Secondary School social events including but not limited to: Year 12 School Ball, Year 11 

Dinner Dance, Year 10 River Cruise. 

5.33 Assists with Year 12 Valedictory Week events. 

5.34 Actively participates in whole school events e.g. Founders’ Day.  

5.35 Collaborates with the Primary Dean of Teaching and Learning on Pre-Kindergarten to Year 12 

curriculum matters. 

5.36 Works with the Dean of Pastoral Care and staff to maintain high standards of student conduct and 

presentation and address the academic and pastoral needs of students. 

6. HUMAN RESOURCE MANAGEMENT  

6.1 Leads the Annual Professional Plan process for Secondary staff 

6.2 Assists in the Professional Review process for Secondary staff.  

6.3 Evaluates the performance of colleagues accurately and fairly, provides feedback and completes 

documentation relating to their performance. 

6.4 Provides advice and support to teachers to enable them to maintain good classroom and behaviour 

management. 

6.5 Assists in the Induction Program for new staff. 

6.6 Plans and delivers leadership ‘training’ to Primary and Secondary middle management. 

6.7 Plans and delivers professional learning across the School. 

6.8 Liaises with the Heads of Department to address the professional learning needs of staff. 

6.9 Collaborates with the Head of Inclusive Education to provide staff professional learning on aspects of 

inclusivity including the Nationally Consistent Collection of Data on School Students with Disability 

(NCCD), differentiation, universal design learning and Individual Education Plans (IEPs).  

6.10 Mentors and prepares staff to accept increased levels of responsibility within the School. 

6.11 With Executive, shares responsibility for staff welfare. 

6.12 Assists the Principal with the recruitment and selection process for new staff.  
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6.13 Develops and maintains effective working relationships with Executive, Primary Leadership, staff, 

students, parents/guardians and the wider school community. 

7. REPORTING  

7.1 Coordinates the academic reporting process in the Secondary School. 

7.2 Implements appropriate assessment and recording procedures. Monitors all grade allocations. 

7.3 Provides reports to teachers, Executive and School Council on academic results in National and State 

surveys including the NAPLAN and OLNA. 

7.4 Writes a monthly Teaching and Learning Report for School Council. 

7.5 Writes the annual Year 12 Review and presents the findings to School Council. 

7.6 Writes an Executive Leadership Report for inclusion in the School yearbook Wollaston’s Way. 

7.7 Prepares reports on students as required by the Principal. 

7.8 Contributes as required to other school publications.  

8. FINANCIAL MANAGEMENT 

8.1 Prepares annual budgets, as appropriate, for approval by the Business Manager. 

8.2 Complies with the financial policies of the School. 

9. COMPLIANCE 

9.1 Complies with all relevant legislative, regulatory obligations, ASC policies, School policies and 

procedures. 

9.2 Contributes to and reviews School policies and procedures as required.  

9.3 Completes administrative and operational activities in accordance with School requirements. 

10. COMMITTEES 

10.1 Chairs the Strategic Teaching and Learning Committee.  

10.2 Chairs the Heads of Department meetings. 

11. OTHER 

11.1 Other duties as requested by the Principal. 
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ACKNOWLEDGEMENT 

I _________________________________ have read and understand the expectations detailed in this position 

description and accept the responsibilities of this role. I will use all my knowledge, experience, skills and abilities 

to meet requirements, as set out in the Dean of Teaching and Learning Position Description. 

 

 

Employee name:    

    

Employee signature:  Date:  

    

Principal name: Ms Anne Ford   

    

Principal signature:  Date:  

    

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

PRIVACY STATEMENT 

The School is bound by the Australian Privacy Principles contained in the Commonwealth Privacy Act 1988. All 
information collected will be used and stored in accordance with the School’s Privacy Policy which is available on 
the School’s website at http://www.jwacs.wa.edu.au/ 

The School’s employment process is fair, open and transparent and complies with the Disability Discrimination Act 

1992 and Disability Standards for Education 2005. 

http://www.jwacs.wa.edu.au/

