
 

POSITION DESCRIPTION AND SELECTION CRITERIA 

 

Position Title: Executive Teacher (Preparatory School) 

School Preparatory School 

Supervisor: Head of Preparatory School 

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

Last Updated: January 2019 

 

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 me 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 Executive Teacher (Preparatory School): 

• is a member of the Preparatory School’s Executive team; 
• takes leadership in developing teaching and learning in the Preparatory School 

and ensuring pedagogy is informed by research and contemporary 
developments in education, under the direction of the Deputy Head 
(Curriculum); 

• leads and co-ordinates the teaching of literacy and numeracy in the 
Preparatory School, under the direction of the Deputy Head (Curriculum); 

• assists the Deputy Head (Administration and Student Services) in the 
provision of pastoral care and the maintenance of excellent student conduct 
in the Preparatory School; 

• reports directly to the Head of the Preparatory School and ultimately to the 
Headmaster; 

• assumes a leadership role with all members of staff; 
• teaches a load of 0.5 FTE; 
• takes two co-curricular activities each year in addition to the teacher and 

professional leadership role. 
 

Please note the School reserves the right to alter this position description based on 
operational needs. 

 
Key Accountabilities 

Duties and responsibilities include, but are not limited to: 

• Lead and co-ordinate the teaching of literacy and numeracy in the Preparatory 
School; 

• Take a leadership role in aspects of the School’s PYP curriculum and 
pedagogy, as directed by the Deputy Head (Curriculum); 

• Maintain knowledge of Australian Curriculum and International Baccalaureate 
Primary Years Programme (PYP) developments; 

• Teach a 0.5 FTE teaching load (as a member of the Personalised Learning 
Team); 

• Support the Head of Preparatory School and Deputy Head (Curriculum) 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; 
• Complete and document investigations into behavioural breaches and 

concerns in the Preparatory School; 



 
• Liaise with staff and parents regarding pastoral and behavioural matters; 
• Take a role in conducting the Churchie Teacher Appraisal Program and the 

evaluation of staff;  
• Take a leadership role in e-learning in the Prep School. 
• 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 School buildings and vehicles. 

• Applicants must possess (or be eligible to obtain) a current Blue Card and/or 
registered with Queensland College of Teachers. 

 
All staff are also required to familiarise themselves with the Student Protection in 
Anglican Schools Policy and Procedures and all other Churchie policy documents that 
are available on the School’s intranet. 

 
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; 
• Experience in designing, implementing and assessing effective curriculum 

(experience in the International Baccalaureate Primary Years Programme 
would be advantageous). 
 



 

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) 

 


