ST PAUL’S ANGLICAN GRAMMAR SCHOOL

SECONDARY SCHOOL
HEAD OF DESIGN AND TECHNOLOGY - HARD MATERIALS
POSITION DESCRIPTION

Introduction

St Paul’s, which is situated 100 km east of Melbourne, is an independent co-educational K-12 school with a 2007 Secondary School enrolment of 1420 students. The School’s graduates have an outstanding tertiary entrance and academic success rate and the School is proud of its wide and varied sporting, musical and co-curricular program.
This position is a full-time position initially for Semester 2 2007, with a view to becoming an ongoing position for the right candidate.
The following Position Description is intended to give prospective applicants an overview of the intended position only.  It is not intended to be an exhaustive summary of tasks and duties.

General 

This is an exciting opportunity for teachers who wish to work in a school that has a compulsory notebook computer program for all students from Years 7 to 12.

Key Areas of Responsibility for all Teachers

All teachers at St Paul’s Anglican Grammar School are required to:

· Work under the direction of the Principal and Deputy Principal and such other senior staff who are given responsibility for the operation of the School or part thereof.

· Take responsibility for the pastoral care and discipline of the students in their care on a day to day basis (in co-operation with senior staff), paying attention to their spiritual, cultural, academic and social development.

· Monitor student progress in relation to ability, through the setting and marking of student work requirements.

· Co-ordinate teaching and learning at each year level through writing detailed curriculum, plans, assessment and reporting documents in consultation with the Head of Visual and Performing Arts.

· Report regularly on student progress to parents and senior staff.

· Participate, as required, in the development of policies concerning such matters as curriculum, co-curricular activities, discipline and pastoral care.

Key Areas of Responsibility for all Teachers; (Contd)

· Assist in the implementation of the notebook computer program through the development and use of appropriate teaching and learning strategies. 

· Attend and participate in staff meetings at a Secondary School and whole school level.

· Participate in professional development activities both in and out of school hours.

· Be actively involved in the co-curricular program of the School, which includes activities such as clubs, sport, outdoor education, and dramatic and musical productions.

· Attend School functions such as Presentation Evenings, Church services etc.

· Be supportive of the School’s Christian ethos and be prepared to contribute to the co-curricular and sporting program.

Key Areas of Responsibility for this Position

In addition to the above responsibilities, the successful applicant with be responsible for:

Budget, Facilities and Equipment

· Submit a department budget to the HOF VPA when requested.

· Monitor budget expenditure levels throughout the year.

· Provide fee statements to school accounting department for recovery of funds allocated to major senior student projects when required.

· To ensure that Design and Technology Hard Materials learning, storage environments and equipment conform with approved safety regulations both in instruction and the storage of potentially hazardous materials. This includes but is not limited to the following:

· Manage the building structure and report hazards to School maintenance

· Manage the physical movement space for use by students and staff in respect of correct line marking, barriers, guards, locks and appropriate signs

· Ensure that all students and staff use correct protective gear as required for any situation

· Ensure that students use hand and/or power tools/machine tools in accordance with guidelines for age/year levels determined by the School

·  Ensure all fixed and hand tools and equipment in are kept in a safe working condition 

· Isolate all malfunctioning equipment from use by staff and students

· Manage the storage of all chemicals and hazardous materials in accordance with relevant regulations

· House, maintain and account for all equipment and resources supplied to the department and placed in temporary or permanent custody of the department

· Manage the  storage of all stock and materials in a safe and orderly manner

· Ensure that correct Materials Safety Data Sheets are kept up to date 

· Submit capital requests for equipment to HOF VPA when requested.

· Supervise, order and maintain levels of consumables for use in the programs of the department.

· Present all invoices accounting for expenditure within Design and technology Hard Materials  to School accounts department when requested .

· Promote the Design and Technology Hard Materials program at School information sessions, Open Days or functions. 

· Provide a day to day program for the Design and Technology Hard Materials (part time) Assistant

Position Reports To 

The Principal, Deputy Principal, Head of Visual and Performing Arts and such other senior staff who are given responsibility for the operation of the Secondary School.

Application details

Your written application, which should include details of current and previous experience, a copy of your academic transcript and the names of three professional referees should be sent to:


Mrs Clare Waters


Assistant to the Deputy Principal


St Paul's Anglican Grammar School


150 Bowen Street


WARRAGUL  VIC  3820

Ph: 03 5623 5833

Email: cewaters@stpaulswgl.vic.edu.au
The closing date for applications will be Monday 28 May 2007
Hours of Work

 Hours worked will be 8.30 am to 5.00 pm, with evening meetings after 7.00 pm as required.

Salary and Conditions

Salary will be commensurate with years of teaching and experience.

General terms and conditions will be in accordance with the (draft) St Paul’s Anglican Grammar School Working Conditions Agreement 2007.
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