
 

   

Position Description 
 
 

Position title:  Dean of Academic Care  Location: Djarragun College 

Employment 
Status Fulltime Reports to: Head of Teaching and 

Learning 

Date: April 2021 Job classification:   S9 + PAR 2 

Our vision 

To be the school of choice for students, parents and communities in Cape York and the Torres Strait Islands 
 

Our mission 

To develop proud, strong, educated indigenous men and women, who walk confidently in two worlds, to 
be leaders, and to be role models for their families and communities 

 

Our Values 

High expectations and no excuses –  Raise  the  bar  on  learning  and  aim  for mastery 

Learning time is precious – There are no shortcuts to success 

Personal responsibility – Each person is accountable for their actions 

Respect others and assign yourself – Self-discipline and commitment will ensure achievement 

Creating pathways for every student – No student left behind.  No student held back 

 
About Djarragun College: 
 
Djarragun College is an independent school for students from Prep to Year 12. Students can attend as day 
students or as boarding students.  Djarragun College is owned and operated by an Indigenous Australian 
Organisation.   Djarragun College is committed to delivering the standard of education long demanded by 
the Aboriginal and Torres Strait Islander people of Australia.  
 

Key Accountabilities and Measurables 

This is a middle leadership role and reports primarily through the Head of Teaching and Learning to the 
Principal for all curriculum related matters. The role is focused on curriculum management and 
administration as well as academic and professional development of teachers and improving student 
learning. 

The person fulfilling the position is required to have extensive knowledge in a wide range of curriculum 
matters, be proven as an effective classroom teacher and hold considerable specialist knowledge and be 
well-respected by peers and students, be able and willing to support colleagues to improve in their own 
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practice after leading by example and have a clear vision and strategies to improving teaching and learning 
within the faculty area. 

As a member of the middle leadership team, the standard of work is expected to be accurate, 
comprehensive, timely, innovative and motivational to other colleagues.  

The Dean of Academic Care position is in addition to that of a full-time permanent member of the teaching 
staff and the leadership position will be an appointment for three years. At the conclusion of three years 
the person may reapply for a further appointment if both parties are in full agreement, or the leadership 
position may end though employment in full-time teaching is ongoing subject to those aspects of the 
employment agreement being fulfilled. 

This role description should be read in addition to the requirements of a teacher at Djarragun College. 
This is an appointed leadership role in addition to the teaching role.  

Key result area Major Activity / Deliverables  
 

Knowledge 
and Abilities  

• Hold a comprehensive knowledge of current curriculum development and 
assessment procedures across the sub-school.  

• Lead, and be able to build a highly professional staff fostering collegiality as a 
core aspect known for sharing of resources and innovative and practical ideas. 

• Devise and utilise techniques which accurately measure student progress. 
• Plan and organise work to meet schedules and timelines. 
• Apply and lead knowledge of ICT in the classroom to enhance learning 

outcomes. 
• Ability to effectively communicate effectively both orally and in writing with all 

members of the College community. 
• Cater for and support students at all levels through differentiated teaching and 

learning strategies. 
• Establish and maintain cooperative and effective working relationships with 

others. 
• Demonstrating a commitment to the Mission and Values of the College. 
• Ensure that appropriate programming, registration and assessment guidelines 

are followed. 
• Facilitate the development of programs that cater for the diverse range of 

student abilities (including extension, enrichment, remedial and ESL support as 
required). 

• Monitor reporting systems, follow up late reports and ensure that teachers 
proof-read relevant reports. 

Leadership 
and 
Management 

• Lead the staff to develop articulate planning and programming and commit to a 
shared educational vision focused on providing quality learning outcomes for all 
students. 

• Demonstrate active leadership and presence in curriculum matters and chair 
meetings on a regular basis as scheduled (weekly or fortnightly). Also attend 
Academic Committee Meetings as scheduled (weekly or fortnightly) as the 
representative of your sub school area.  

• Liaise with the Head of Teaching and Learning to be familiar with all QCAA 
compliance requirements and oversee the implementation at faculty level. 
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Ensure Registration requirements are met for the faculty to a high-quality 
standard.  

• Oversight of submission of all assessment dates for the Assessment Schedule to 
the Head of Teaching and Learning by teachers within the sub-school. Ensure 
accuracy and comprehensiveness.  

• Lead and oversee adjustments in work programs by teachers after reviewing 
and analysing the programs based on student performances in internal/external 
testing and curriculum standards. 

• Oversee and guide staff within the sub-school to produce quality and accurate 
reporting for student achievement during Report periods. 

• Provide regular updates on curriculum achievements of students for media 
publication as appropriate. 

• Oversee and endorse all internal and external events and excursions for the sub-
school prior to submission to the Head of Teaching and Learning. Ensure 
accurate and timely costing estimates and confirmations are made to the 
Accounts Department. 

• Lead the teaching assistants as required to oversee students’ needs being met 
as advised within the staff in the sub-school. 

• Be an active and exemplary role model in your teaching practice and as a middle 
leader of the College demonstrating a professional willingness to grow and 
develop as well as displaying integrity and collegiality, maintaining 
confidentiality and sharing an inspiring vision for the sub-school. 

• Inspire, and assist colleagues where necessary to develop innovative and 
effective teaching work programs, scope and sequences plans and to deliver 
highly effective lessons. Oversee the submission of work programs and scope 
and sequence documents to the Head of Teaching and Learning as required. 

• Oversee the quality of assessment instruments and allocate a roster for 
developing assessment where appropriate. 

• Assisting in the development of ICT to assist learning practices. 
• Periodically provide faculty reports at assemblies to share with the College 

community achievements within the faculty. Also report these in newsletters.  
• Oversee and submit and manage the faculty budget signing off expenses that 

meet your approval by staff members. 
• Pursue valuable professional learning opportunities in consultation with the 

Head of Teaching and Learning and College Principal for self and sub-school staff 
and support the College plan for professional development. 

• Supporting, assisting, advising, and reviewing teachers in matters of classroom 
management, homework expectations, subject schedules, assessment and 
report writing. 

• Conducting annual review of texts and equipment. 
• Contribute to the staff induction program by providing;  

o An overview of the academic program.  
o Assessment and reporting procedures.  
o Policies related to excursions. 

• Assist with Staff Development Program by: 
o Provide opportunities for staff professional development related to 

academic matters 
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o Assist in the organisation of the staff development program held at the 
beginning of each semester. 

• Ensure the Principal, via the Head of Teaching and Learning is fully informed of 
issues of matters arising with staff, students or any other areas/operations of 
the College; communication is paramount  

• Complete probation reviews for staff reporting to the role  
• Implement staff appraisal processes of the College as required  
• Conduct new staff inductions  
• Support the induction and assessment of new students  
• Assist the Head of Teaching and Learning with administrative duties such as 

relief teachers, newsletter items, excursions, school -wide and other testing, 
acquisition of resources etc  

• Assist with after-school detentions periodically, as needed  
• In consultation with Head of Teaching and Learning, contribute to the design 

and implementation of Learning Enhancement programs within the sub school  
• Review and ensure the professional presentation of all classroom and 

workspaces within the area of the College 
• Actively contribute to student case management meetings to create a whole of 

school system focused on integrated support services to meet the health, 
wellbeing and educational needs of students 

• Enable the integration of informed and explicit social and emotional wellbeing 
programs in the curriculum 
 

 
 

Qualifications and experience  

Relevant Experience 
• Tertiary qualifications in a related field of education, preferably with post graduate study in 

educational leadership, management or administration. 
• Experience in developing the capacity of teachers and in supporting teachers to evaluate the 

effectiveness of their teaching to enhance student learning. 
• Extensive curriculum knowledge and experience in developing high quality, high impact teaching 

and learning sequences.  
• Experience in working with First Nations peoples, including a commitment for cultural respect of 

their traditions, knowledge and ways of learning 
• Demonstrated experience in mentoring and developing positive relationships and partnerships 

between schools, staff, students and families 
• Demonstrated knowledge and understanding with government funded programs, including NCCD, 

and how to lead staff to ensure compliance with these funded programs 
• Demonstrated successful experience in researching, developing, implementing and reviewing 

projects that lead to student engagement 
• Demonstrate high level of interpersonal, negotiation and communication skills with the ability to 

interact with all levels of staff, students and other stakeholders 
• Ability to maintain composure, balance workload and conflicting priorities and effectively handle 

difficult situations 
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• The ability to develop effective relationship with senior management and staff and maintain trust 
and confidence, and act in a fair and impartial manner to achieve outcomes 

• Demonstrated organisational, project management and administrative skills including the ability to 
prioritise tasks and meet deadlines.  
 

Key Attributes 
• Supervises Others - Provides others with a clear direction and sets appropriate standards of 

behaviour. Oversees people in the workplace and delegates work appropriately. 
• Leadership – Demonstrates appropriate behaviour within the environment and delegates tasks to 

staff on an equitable basis 
• Team Member – Works as a member of a team and assist others with completion of duties to 

ensure all daily tasks are completed on time.  Develops a good working relationship with team 
members and works effectively in the team. 

• Communication - uses written and verbal communication to direct staff to follow policies, 
procedures and instructions. 

• Reliability - Demonstrates consistency in work, is reliable, dependable, and punctual and follows 
instructions accurately. 

• Focuses on Students - Meets the needs of students and acts with students in mind. Provides 
suggestions for service delivery improvement based on customer feedback. 

• Focuses on Quality - Consistently achieves excellent outcomes and maximises efficiency. Maintains 
high quality standards set by Djarragun College. 

• Attention to Detail - Pays attention to small details, is able to narrow in on detail and apply such 
detailed attention to work and outcomes. 

• Flexible – Is willing to use resources in an agile manager and respond to the complexity of working 
in a school-based environment  

• Safety – Adheres to all safety instructions, policies and procedures.  Informs Supervisor or 
Management of any safety issues or hazards in the workplace. 

• Personal Presentation - well-groomed, presentable, high level of cleanliness and hygiene 
 

Workplace Health and Safety 

Managers and supervisors have responsibilities on behalf of the College, but must also comply with their 
requirements as a staff member. It is their responsibility to: 

• Ensure adherence to WHS policies and procedures. 
• Consult with staff and H&S representatives on WHS issues. 
• Ensure that staff are equipped with the information, instruction, training and supervision that 

they need to work safely. 
• Identify, assess if necessary and control hazards within their area of responsibility. 
• Encourage early reporting of incidents and forward information to the RTW Coordinator 

immediately 
• Assist with initiating an early return to work on suitable duties after a workplace injury 
• Access sources of WHS information and systematically disseminate information to all staff. 
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• Ensure that all staff including volunteers and contractors are aware of, and abide by, all relevant 
health and safety procedures particularly those relating to the operation of plant and equipment. 

• Develop safe work procedures as required and ensure adherence to procedures. 
• Provide PPE as required and ensure staff are aware of correct usage and storage requirements. 
• Ensure all plant and equipment is properly maintained 
• Maintain relevant knowledge of WHS issues. 
• Act as a role model by demonstrating safe work behaviours. 

Staff 

All staff have a responsibility to: 

• Participate in the development of a safe and healthy workplace. 
• Comply with instructions given for their own safety and health and that of others, in adhering to 

safe work procedures. 
• Co-operate with management in its fulfilment of its legislative obligations. 
• Take reasonable care to ensure their own safety and health and that of others, and to abide by 

their duty of care provided for in the legislation. 
• To report any injury, hazard or illness immediately, where practical to their manager/supervisor. 
• Not place others at risk by any act or omission. 
• Not wilfully or recklessly interfere with safety equipment. 

Hours of Work 

The hours of work will governed by the EBA.  

Additional Factors 

It is a minimum standard for ongoing employment that all Djarragun College Ltd teachers 
maintain and have current their QLD teacher registration for a teaching role.  

This position has been classified with a Level 2 PAR at the College, as per the Djarragun College 
EBA.  
 
The appointment is for a maximum period of 3 years. A teacher who is appointed to a PAR shall 
retain that position except where: 

a) The structural position has been abolished 
b) A teacher’s performance has been found deficient by a formal appraisal process 
c) Where, after three (3) years the position has been declared vacant and the teacher fails 

to be reappointed to such a position, or does not reapply for the position.  
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Where the incumbent teacher does not continue in the position, that teacher shall continue to 
be employed in accordance with the EBA. 
 
This role is subject to an annual performance appraisal. 
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It is the responsibility of the user to be aware of, and have an understanding of this document.  Should the 
user wish to clarify any aspect of the document they are advised to contact their line manager or Human 
Resources.  

Employee Name:  Manager Name: Michael Barton 

Position Title:  Position Title: College Principal 

Employee Signature:  Manager Signature:  

Date signed:  Date signed:  

 
 
 


