
 

 

 

POSITION DESCRIPTION 

POSITION TITLE: Head of Secondary  

WORK AREA: Teaching & Administration for Year 7 – Year 12 

TENURE: 3 Years 

Ethos   The college seeks to form students as candidates for Heaven, each one loved and respected as a unique 

person – truly a child of God. Thus, we train students to seek what is true, good and beautiful, educating them in an 

atmosphere of Catholic culture where the Catholic Faith is taught in its fullness, the life of virtue seriously pursued, and 

academic excellence promoted as a true and great human value.  

 

Position Objective  
The Head of Secondary School must be a devout Catholic with authentic Catholic faith, who accepts all the 

teachings contained in the Catechism of the Catholic Church. They are also required to have proven leadership 

experience within the Catholic sector.  

 

This person is responsible to the Principal for the leadership, organisation and management of the Secondary School.  

This position will also oversee the Theology Programme taught at IHC across all year levels.  It will require close 

proactive liaison with the Head of the Primary School, Programme Coordinators, the Principal and the Secondary 

Team. Therefore, the Head of Secondary School is required to lead teams, consult widely, and also make informed 

and sound decisions. A purposeful faith-based focus and drive is essential to lead the Secondary School plan, 

implement and review programmes, opportunities and initiatives that support continued whole school improvement. 

The incumbent will model professional, courteous and Catholic leadership, underscored by a high degree of effective 

judgement, initiative, emotional intelligence and confidentiality.  The key responsibilities may be modified from time 

to time to ensure the Secondary School is agile, adaptable and responsive to educational guidelines, strategic plans 

and College initiatives.  

Key Responsibilities / Duties   

Without limiting responsibilities, the key responsibilities include:  

Leadership  

The Head of Secondary School will demonstrate personal virtue and professional credibility in the immediate and  

broader community, and gain commitment and co-operation to a shared sense of the College Vision, Mission and 

achievements through:  

•  excellent spiritual growth and academic results of the students;   

•   a clearly articulated philosophy of education and vision for the future in line with the College’s Vision and 

Mission;  

•   role modelling professionalism as a leader of others;  

•  effective communication skills and being highly articulate;  

•  ability to operate on a multi-task level;  

•  effective collaborative skills in team building and development;  

•  a commitment to the Catholic character and organic development of the College;  

•  ability to lead, delegate and mentor secondary school leaders and aspirant leaders; and 

•  delegating for the Principal.  

 
Planning and Implementation 

The Head of Secondary School will have demonstrated organising, prioritising, monitoring and administrative skills, 

which also include:  

•  planning for student outcomes that best support student interests, passions and future goals;  

•  proactively revising plans based on robust feedback from data driven results (e.g., NAPLAN, PATs, OLNA, etc.); 

•  leading, delegating and overseeing all secondary programmes and opportunities;  

•  overseeing Secondary School events.  
 

Professional Knowledge and Information   

The Head of Secondary School is expected to possess the following:  

 



Professional experiences 

• A proven record of leadership in other educational settings.  

• Having held a senior position in a school. 

• A demonstrated history of leading students and staff to achieve high performance results.  

 

Technical and functional expertise  

•  Must have a thorough understanding of pedagogy and current teaching practices.  

•  Must be an exemplary and inspirational teacher in their own right. 

•  Have demonstrated experience of utilising student data and test results to drive forward student growth.  

•  Hold a proven record of leading teaching and learning.  

•  Have the ability to monitor results through accurate and effective assessment.  

•  Have experience/deep understanding of the Catholic Faith and wide experience in teaching Theology or 

Religious Education. 

• Participate in the co-curricular life of the College.  

 

Qualifications 

•  Hold a relevant degree/tertiary qualification.  

•  Hold a current teacher’s registration. 

•  Possess leadership qualifications and professional development in leadership courses (desirable). 

 
Faith and Community Focus  

The Head of Secondary School plays a key role in marketing the College and works closely with the Principal to 

conduct enrolment interviews. Within the Catholic community they will promote IHC as the first choice in the 

community for an authentic Catholic Education. The Head of Secondary School is supported by, and responsible for 

the Secondary Leadership Team, all Secondary School staff (including teachers and staff supporting the Secondary 

School programmes).  

 

The successful applicant will have expertise in:  

•  building healthy collaborative working relationships; 

•  the promotion of a Catholic culture of life and continued growth and developing self and others – staff and 

students;  

•  overseeing the wellbeing of Secondary School students, student behaviour, implementation of dress code 

and discipline, and oversight of Secondary School student attendance; 

•  regular, accurate and effective communication of student concerns to parents and teaching staff, and vice 

versa; and 

•  regular and effective communication with all members of the community to promote the College. 

 
Quality of Education and Improvement Plan 

The Head of Secondary School will have a passion for continuous improvement of the College and student outcomes. 

They must be able to:  

• critically evaluate problems, their reasons and consequences; 

• initiate programmes for continuous improvement after robust review, evaluation and risk assessment, within 

the parameters of the College strategic plan;  

•  implement and monitor student achievement and endeavour data, and proactively monitor continuous 

improvement; 

•  possess knowledge and experience in change management skills; and 

•  demonstrate excellent conflict resolution and negotiation skills. 

 
Personal Attributes  

• honesty, integrity, confidentiality; 

•  an appreciation of the importance of loyalty and supportiveness; 

•  energy and drive, and demonstrated diligence for results; 

•  the quality of being a team player with a positive attitude; 

•  ability to motivate and influence a team; 

• an understanding of the critical issues in providing an holistic Catholic Education;  

•  knowledge and processes of a strategic thinker;  

•  a commitment to hard work and completion of tasks under pressure; and 

•  ability to manage self when faced with multi-faceted challenges in a complex role. 

 

Reporting Relationship   
The Head of Secondary School is responsible to the Principal. 

 

 

Work, Health and Safety   



All staff employed by IHC have responsibilities relating to Work, Health and Safety which require staff to recognise and 

support all the College’s Workplace Health and Safety Manuals, Policies, and Procedures, in addition to taking 

reasonable care to ensure the health and safety of yourself, and others at the workplace.  

 

Other Responsibilities 

• Be aware of behavioural issues and monitor appropriate action in support of School Policies involving the 

management of student behaviour. 

• Co-operate and work with relevant agencies to protect and support children. 

• Oversee the work of relevant support staff in the Secondary classes. 

• Assist the Principal and the Senior Leadership Team with the implementation and review of emergency 

evacuation procedures, work, health and safety practices, risk assessments of excursions and tours, and other 

workplace safety procedures. 

• Liaise with the College Registrar and Principal to ensure the appropriate maintenance of school facilities is 

undertaken, and the necessary classroom furniture and fittings are in place. 

• Be responsible for and manage Secondary staff professional development opportunities, the recording of 

qualifications, including the registration of teachers, Working With Children and Accreditation qualifications, 

and implement systems that require staff to share information gleaned from professional development 

opportunities. 

• Attend AISWA Network Meetings, as well as actively participate in relevant professional associations, and also 

encouraging other staff members to do so. 

• Liaise with the appropriate staff with regard to the management of pre-service teachers. 

• Be competent in the use of the learning, teaching and reporting suites of SEQTA, timetabling and all other 

modes of communication platforms that the College endorses. 

• In negotiation with the Principal, be available to be on duty during school holidays for tasks, as requested.  

• Teach such classes as allocated in the timetable. 

 

Additional Requirements 

• Has completed Religious Education requirements to teach in a Catholic School.  

• Through both work and personal example, the Employee shall: 

(a) strive to help students and staff to understand, accept and appreciate Catholic doctrines, tenets, beliefs, 

teachings and values; and  

(b) The successful applicant will be living a lifestyle conducive to the teachings of the Catholic faith and will 

avoid, whether by word, action or lifestyle, influences upon students and staff that are contrary to the 

teaching and values of the Catholic Church.  

(c) In addition, the Employee must:  

(i) devote all of their time, attention and skill to the performance of their duties both during normal 

business hours and at other times, as reasonably necessary; and 

(ii) follow lawful and reasonable directions given to the Employee by the Employer, or as otherwise 

directed. 

(d) The Employee agrees they are not under any obligation or restriction which would interfere or conflict with 

their employment under this Contract. 

 

Highly desirable qualities for College leaders in line with the College’s Vision and Mission:  

• Is conversant with the authentic Magisterium of the Catholic Church and is accepting of it;  

• Is faithful to the traditions of the Catholic Church;  

• Believes in all aspects of the Credo;  

• Has a love of and devotion to Our Lady and the Blessed Sacrament;  

• Believes that the Blessed Eucharist is truly the Body, Blood, Soul and Divinity of Our Lord Jesus Christ;  

• Believes that the Bible is the Word of God;  

• Believes in the Blessed Trinity as being the One True God;  

• Believes in and follows all the Ten Commandments and Precepts of the Catholic Church;  

• Prayer is an important part of his/her spiritual life;  

• Goes to Confession regularly.  

 

 

All applications and enquiries to 

Contact Person: Mrs Sammantha Da Luz (College Principal) 

Email: sammantha.daluz@ihc.wa.edu.au 

Close Date: COB Monday 14 November 2022 


