
 

POSITION DESCRIPTION AND SELECTION CRITERIA 

 

Position Title: Dean of Academics  

School Preparatory School 

Supervisor: Head of Preparatory School 

Type of Employment: Full-time, permanent – five year tenure 

 

Last Updated: April 2022 

 

BACKGROUND 

Organisational Environment 

The Anglican Church Grammar School (Churchie) is an independent school for day 

boys and boarders with 1800 students from Reception to Year 12.   

Since its inception in 1912 Churchie has pursued a philosophy of preparing students 

to be well-balanced men, contributing positively to the community. This pursuit is 

characterised by our emphasis on the four tenets of our education programme: 

academic excellence, spiritual awareness, personal growth and service. 

 

The School’s academic programme has implemented the Australian curriculum and 

is tailored to assist each student reach his potential. Our aim is to offer world-class 

educational programs that facilitate lifelong learning, by optimising opportunities for 

leadership, creative excellence, and participation for every student. The combination 

of academic emphasis and an expectation of high standards of personal discipline will 

provide the best platform for success for all our students. As a member of the Great 

Public Schools (GPS) Association, Churchie participates in a range of academic, 

sporting and cultural competitions against other long-standing Brisbane schools. 

 

As a community we strongly desire to work in a three-way partnership between the 

student, the parents and the School. We are constantly reviewing our performance 

and are more effective for the input from this partnership. Creativity and innovation, 

which bring about change, are a constant, as our young men deserve the best 

education we can provide. 

 

Information for Prospective Staff 

Information can be found at www.churchie.com.au  

 

 

http://www.churchie.com.au/


 

DUTY STATEMENT 

Primary Purpose of Position 

The Dean of Academics is a member of the Preparatory School Executive Team and 

reports directly to the Head of Preparatory School. In collaboration with the Head of 

Preparatory School and Deputy Head of Preparatory School (Curriculum), the Dean 

will contribute to and drive the vision and leadership for the Preparatory School 

education programme. The Dean will take a key leadership role in developing 

teaching for learning in the Prep School and ensuring pedagogy is informed by 

research and contemporary developments in education. Of critical importance is the 

direct oversight and responsibility for the Preparatory School Literacy and Numeracy 

programme, under the direction of the Deputy Head (Curriculum). 

 

Subject specialisation and leadership 

Reporting to the Head of Preparatory School, the Dean of Academics is responsible 

for sharing their specialisation and expertise in Literacy and Numeracy. They oversee 

and develop a culture of excellence in teaching and learning within these Key 

Learning Areas. They will be strong in leading a performance agenda, whilst being 

data-driven and people-focussed, with a strong desire to maximise achievement for 

all students through innovation and continual improvement.  

Strategic Leadership and Managerial Imperatives 

The Dean of Academics will be included in staff appointments (on a collaborative 

basis with Executives), monitoring of staff within the Prep School; risk management 

and compliance; correspondence to stakeholders; report to the Head of Preparatory 

and the Deputy Heads of the Prep School – Curriculum and Students and Staff with 

regards to programme implementation, data updates, professional development; 

help with budget controls and electronic record maintenance; and ongoing strategic 

development of staff and resources within the Preparatory School to be aligned with 

broader strategic imperatives across the School.  

Teaching and Learning Imperatives 

As directed by the Head of Preparatory, the Dean of Academics has responsibility for 

the academic standards, programme development and implementation in their Key 

Learning Areas. They will help the leadership of the Preparatory School in monitoring 

and supporting individual students within their subject area, liaising with teachers 

wherever necessary to ensure that the academic outcomes for all students are 

optimised. An agreed teaching component is an integral part of this role. 

 

 

 



 

Key Accountabilities 

1. Instructional Leadership 

• Be a highly accomplished classroom teacher, as evidenced by the AITSL 

Professional Standards for Teachers, and serve as a model for colleagues 

through professional practice; 

• Contribute to the quality of teaching across Literacy and Numeracy in the Prep 

School, with particular focus on enriching and enhancing teaching and learning 

activities and developments within the KLAs, reflecting the challenges and 

opportunities within the Australian Curriculum, and the International 

Baccalaureate Primary Years Programme (PYP); 

• Produce exemplary teaching resources, to inspire and lead colleagues in their 

own teaching; 

• Offer colleagues an opportunity to observe his/her own classroom practice on 

a regular basis; 

• Contribute to Preparatory School meetings to ensure that all teachers are 

informed about relevant subject curriculum matters, and are being supported 

and inspired to deliver and develop an outstanding curriculum; 

• Support the Head of Preparatory School to improve systems and processes; 

explore new opportunities for boys to both excel and be recognised; and, 

sustain collegial relationships within the Preparatory team; 

 

2. Curriculum Development 

• As directed by the Head of Preparatory School, contribute to and promote the 

development, alignment, attainment and review of the Preparatory School’s 

academic programme 

• In collaboration with the Deputy Head (Curriculum), lead and coordinate the 

teaching of Literacy and Numeracy within the Prep School 

• With support of the Prep Executive, undertake the role of Specialist Team 

Leader 

• Support the Head of Preparatory an Deputy Head (Curriculum) to interrogate 

assessment data, internal and external, and adapt programmes to best meet 

the needs of the students. 

• Encourage and implement initiatives in Literacy and Numeracy in the Prep 

School; facilitate instruction based on current research and implement 

contemporary learning and teaching pedagogy 

• Support curriculum differentiation in Literacy and Numeracy to cater for the 

range of abilities, interests and backgrounds of all students 

• Have oversight of the NAPLAN process in the Preparatory School, working 

closely with classroom teachers; 

• Maintain up-to-date knowledge of the Australian Curriculum 

 

 



 

3. Teacher Development 

• Develop annual goals within Literacy and Numeracy in conjunction with the 

Head of Preparatory School ad Deputy Head (Curriculum) wherever 

necessary, ensuring that they are aligned to the School’s strategic 

imperatives; 

• Assist the Head of Preparatory and Deputy Head (Curriculum) with regards to 

the School’s timetabling process to ensure maximum engagement and 

support for all students; 

• Engage in professional conversations to identify the professional 

development needs for the staff; 

• Build capacity in the Prep School teaching staff in Literacy and Numeracy 

through coaching, modelled lessons and observations 

• Encourage a high work ethic, collegiality, endeavor and good humor in the 

workplace; 

 

 

4. Data-Informed Practice 

• As directed by the Head of Preparatory and Deputy Head (Curriculum), help 

to evaluate trends in Literacy and Numeracy data and look at potential 

interventions where necessary; 

• As directed by the Head of Preparatory and Deputy Head (Curriculum), use 

diagnostic, formative and summative achievement data to make adjustments 

where necessary to academic programmes; 

• Review student progress and update the Preparatory School Executive 

according to any significant trends, anomalies or other observations; 

• Working with the Head of Preparatory, set goals for subject performance and 

track achievement against these goals over time; 

• Identify and respond to boys who have a need for learning support in 

collaboration with the Personalised Learning Team. 

 

5. Communication and feedback 

• Ensure that all communications are appropriately helpful and professional; 

• Engage in school-based and local professional forums and ensure that the 

Head of Preparatory is briefed on matters of importance in a timely manner; 

• Liaise with the Head of Preparatory and relevant teachers wherever 

necessary in response to any parent communications, seeking to understand 

the specific situation of each young man to inform better management of the 

student as an individual; 

• In consultation with the Head of Preparatory, refer boys to School Counselling 

Staff, or other staff as required; 

 

 



 

6. Pastoral Care 

• Support the Head of Preparatory School and Deputy Heads (Curriculum) and 

(Students and Staff) in the assessment and interview of potential enrolments 

and orientation of new families to the school; 

• Help maintain a positive behavioural and academic tone in the Preparatory 

School; 

• Provide support for teachers in the pastoral care of Preparatory School boys; 

• Liaise with staff and parents regarding pastoral and behavioural matters; 

 

7. Teaching and Co-curricular 

• Maintain a regular teaching commitment as agreed; 

• Maintain a regular cocurricular commitment each year as agreed; 

 

8. Personal Growth 

• Pursue professional development opportunities both at Churchie and 

externally in order to keep abreast of changes in education and appropriate 

subject areas; 

• Maintain membership of appropriate professional bodies, and participate 

actively in their seminars, conferences and workshops. 

 

9. Spiritual Awareness 

• Support the School Chaplaincy team; 

• Attend School Chapel services as a model for colleagues and students. 

 

10. Work, Health and Safety 

• Take reasonable care to ensure personal safety and health at work and that 

of other persons in the workplace; 

• Observe all safe working practices as directed by the supervisor and the use 

of personal protective equipment as and when provided; 

• Report ALL accidents, incidents and hazardous situations arising in the course 

of work. 

 

Perform other strategic tasks as directed by the Head of the Preparatory School or 

by the Headmaster in response to the continually changing strategic and operational 

demands of the School. 

 

 

 

 



 

OTHER INFORMATION 

• Churchie is an equal opportunity employer and is committed to providing a 

safe and healthy work environment free from discrimination, harassment or 

bullying;  

• Applicants are expected to be committed to the principles of Christian 

education and will comply with the School’s values and code of conduct; 

• Smoking is prohibited in all areas of the School campus which includes but is 

not limited to buildings and vehicles; 

• Staff must familiarise themselves with the Protecting Child and Young People 

in Anglican Schools policy and procedures  and all other Churchie policy 

documents that are available on the School’s intranet; 

• Applicants must possess (or be eligible to obtain) a current Blue Card and/or 

registered with Queensland College of Teachers. 

 

CHILD PROTECTION 

All employees of Churchie are required to familiarise themselves with the Protecting 

Children and Young People in Anglican Schools Policy and Procedures. It is required 

they have a responsibility for the promotion and safeguarding the welfare of students 

with whom they come into contact and ensure compliance with the Schools’ Child 

Protection Policy Statement at all times. During the course of carrying out their duties, 

if an employee becomes aware of any actual or potential risks to the safety or welfare 

of children in the school, they must report any concerns with the Student Protection 

officer immediately.  All staff at Churchie are required to hold or apply for, and 

maintain a current Working with Children Check – BlueCard QLD or be registered 

with and maintain registration with the Queensland College of Teachers. 

 

ACKNOWLEDGEMENT 

 

I have received, reviewed and fully understand the position description. I further 

understand that I am responsible for the satisfactory execution of the essential 

functions described therein, under any and all conditions as described.  

 

Employee Name_____________________________ Date_____________  

 

Employee Signature___________________________________ 

 

 

 



 

SELECTION CRITERIA 

The successful candidate will have: 

• Appropriate tertiary qualification in Primary Education (a higher degree would 

be advantageous); 

• Significant experience as a successful primary teacher; 

• Deep understanding of contemporary research and pedagogy in primary 

education, particularly in literacy and numeracy; 

• Exemplary practice in primary literacy and numeracy education; 

• Demonstrated ability in the pastoral care of primary-aged boys; 

• Ability to integrate information technology into the classroom; 

• Commitment to the Christian ethos of the School; 

• Ability to lead and work effectively within teams; 

• Demonstrated ability to build co-operative relationships with parents; 

• Commitment to the co-curricular programme of the School, particularly the 

coaching of sporting teams; 

 

APPLICATION PROCESS 

Applicants should submit: 

1. A cover letter (1 to 1.5 pages) addressing the selection criteria by 

providing/describing examples of actual work that has been done, or actual 

participation in the relevant activity; 

2. A full resume; 

3. The names, address and telephone numbers of three (3) recent professional 

referees who should be in a position to comment about performance in 

relation to the above criteria; 
(Please note: in the case of those applicants short listed for interview, the School may 

contact your current employer following the interview.)   

4. Relevant Academic Transcripts/Records;  
(Please note: this is not your Graduating Certificate.) 

5. A copy of your Queensland College of Teachers registration. 

Copyright of Anglican Church Grammar School (Churchie) 
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