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IONA 

COLLEGE  

Role Description:  

Assistant Head of Primary Years, Learning and 
Teaching 
 

Classification: Position of Leadership Level 2C 

Reports To: Head of Primary Years  

Date effective: September 2021 

Key Relationships: Faculty staff, students, parents 

 
Inspired by the Gospel of Jesus Christ and the life of St Eugene de Mazenod, the Iona College community focusses on 
educating and empowering young men to dare to make a positive difference throughout their lives and to the lives of 
others. Iona College adopts a safety-first approach where safeguarding our community is paramount.  Our Mission is 
to live, learn, lead and serve as a Catholic learning community within the Oblate spirit.    

The Assistant Head of Primary Years, Learning and Teaching plays a collaborative curriculum coordination role in the 
learning within the Primary Years.  As a curriculum leader within the College, the Assistant Head of Primary Years, 
Learning and Teaching promotes and coordinates effective strategies and programs that are based on 
contemporary learning and teaching research.  The role is key in coordinating curriculum documents, including 
ongoing development and review. Assessment practices, in-line with State and National requirements, will fall under 
the supervision of this position.  Additional projects as assigned by the Head of Primary Years and the Dean of 
Learning and Teaching, will be a core part of this role. 
 
The Assistant Head of Primary Years, Learning and Teaching is expected to carry out all duties in a manner consistent 
with the principles and values of the Oblates of Mary Immaculate, and contribute positively to the aims and objectives 
of the College’s Strategic Plan.  

The Assistant Head of Primary Years, Learning and Teaching is expected to hold tertiary qualifications in education 
with the minimum being a Bachelor’s Degree. 

 
Assistant Head of Primary Years, Learning and Teaching 

This role supports the strategic vision of the College which dares our students to make a positive difference 
throughout their lives and to the lives of others. 

Measurable key performance indicators will be set in collaboration with the Head of Primary Years and the Dean of 
Learning and Teaching and regularly reviewed to reflect this role description. 
 
Rationale 

The Assistant Head of Primary Years, Learning and Teaching will coordinate and develop the maintenance of 
curriculum documents, resources and equipment for ACARA and QCAA courses. As well as being an Assistant Head 
of Primary Years, Learning and Teaching role, this position involves teaching responsibility. 

The Assistant Head of Primary Years, Learning and Teaching is supported by an experienced and qualified teaching 
team.  Due to the Year 5 - 6 scope of the role and the level of specialism required, this role will work collaboratively 
and closely with the Assistant Head of Primary Years, Wellbeing and Assistant Head of Primary Years, Sport.  In 
addition, this role may be called upon to act as a second in charge to the Head of Primary Years from time to time. 

Key responsibilities of the Assistant Head of Primary Years, Learning and Teaching include: 

1. Learning and Teaching 

• Create a learning environment which stimulates interest in learning, promotes excellence and accepts 
and acknowledges the needs of students to be both challenged and given support. 

• Actively engage students in the planning and learning process, understanding that learning is an active 
and a collaborative venture, both between staff and students and amongst the students themselves. 

• Use a variety of teaching strategies to meet the objectives of the curriculum, recognising that students 
learn in a variety of ways including through independent study, directed learning and group involvement. 

• Enable students to make good use of the resources available in the College and the community. 



2  

• Be aware of expectations in regard to safety, both general, as in emergency procedures, and specific, as 
these relate to particular subjects and activities. 

• Share explicitly with students the expectation of a code of conduct which enables all students to work 
productively and to receive a fair share of teacher attention. 

• Monitor and update safety demonstrations as appropriate. 
 

2. Engagement within the College 

• Model the Oblate charism and ensure that the Oblate ethos is known, nurtured and developed. 

• Model, foster and promote excellence in teaching and learning. 

• Assist the Iona Leadership Team in leading the College community to develop, articulate and commit to 
a shared educational vision providing quality outcomes to all students. 

• Support staff with the care and management of students, ensuring positive student behaviours. 

• Contribute to the operation and development of the College through: 
o Active participation in staff, student and parent engagements. 
o Collaboration with peers to fulfil the College mission. 
o Participation in appropriate College committees as required. 

• Promote, facilitate and participate in professional development. 

• Engage in classroom observation and provide feedback to peers. 

• Foster a safe environment for staff and students to critique, self-reflect and evaluate. 

• Contribute to the leadership of the school through active participation in staff and middle leadership 
meetings. 

• Partner with internal key stakeholders such as Diverse Learning, Head and Assistant Head of Year Seven, 
Library, Information Technology (etc) to ensure positive collaboration and College efficiencies. 

• When on playground duty be visible at school breaks and actively monitor behaviours and grounds, by 
intervening as necessary. 

• Be available beyond student school hours for the purpose of meetings and ad-hoc availability to students 
and parents. 

• Other appropriate duties as required by the Principal. 

 
3. Key responsibilities of the Assistant Head of Primary Years, Learning and Teaching include: 

• Coordinating the development of curriculum documents according to ACARA and QCAA for the subjects 
within the Primary Years. 

• Leading the coordination of assessment and moderation processes in the Primary Years which includes 
the maintenance of appropriate records. 

• Taking responsibility for the management of curriculum resources within the Primary Years. 

• Support the Head of Primary Years in the formulation of the Primary Years budget and accounting for 
the expenditure of allocated funds.  

• Co-ordinating the use of material resources, directly related to curriculum goals, outside of normal 
classroom hours (lunch time and after school workshop time). 

• Liaising with Head of Primary Years to ensure that appropriate resources are available, organised, 
working, charged and ready for use. 

• Taking leadership responsibility for Workplace Health and Safety practices specific to the Primary Years 
environment. 

• Co-ordinating the organisation and application of curriculum incursions and excursions in consultation 
with the Head of Primary Years. 

• Supporting the Head of Primary Years in Primary Years meetings as required.  

• Communicating with key stakeholders (staff, parents, students, suppliers and wider community) as 
required. 

• Responsibility for assisting with the pastoral care of staff within the Primary Years team.   

• Co-ordination of assessment for Primary Years ensuring that all staff understand and meet reporting 
requirements. 

• Apply all College policies, procedures and standards within the Primary Years team.  

• Supervising the quality of teaching practice through activities such as collegial planning, moderation, 
classroom observation and facilitation of reflective teaching practice. 
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• Supervising the quality of student learning through analysis of student performance data and addressing 
areas of concern through appropriate interventions. 

• Other appropriate duties as required by the Principal and consistent with the level of expertise indicated 
above. 
 

4. Communication 

• Communicate appropriately with the Head of Primary Years on progress towards reaching the goals 
outlined in the School Improvement Plan  

• Work collaboratively, negotiate and engage with key stakeholders to facilitate delivery and compliance 
with the College’s teaching strategies. 

• Communicate with stakeholders regarding the impact of teaching standards, new methodologies and 
potential effects on department and student development. 

• Appropriate communication with students, parents and teachers on issues and initiatives related to the 
Primary Years curriculum. 

• Ensure and maintain effective interfaces with other teams. 

 
5. Guidelines, Policies and procedures 

• Participate in the development of a safe workplace by ensuring you: 
o comply with instructions in relation to your own safety and that of other staff, students, 

contractors and visitors, 
o cooperate with the College in fulfilling its legal obligations, 
o take reasonable care to ensure your safety and that of others, 
o report any injury, hazard, near miss or incident as per the College’s Workplace Health and 

Safety manual, 
o not place others at risk by any act or omission, and 
o not wilfully or recklessly interfere with safety. 

• Abide by all College policies and procedures, including adhering to the: 
o Code of Conduct, 
o Workplace Health and Safety procedures,  
o Student Protection Policies and Guidelines, and  
o College’s values. 

 

Classification 

The position is classified as a PoL (Tier 2C) according to the Catholic Employing Authorities Enterprise Collective 
Agreement Religious Institute Schools of Queensland. 

Term of Appointment 

The role holder will be appointed within a fixed-term four yearly cycle in line with the Middle Leader (PoL – Position 
of Leadership Structure) within the EBA.  This is a four year Position of Leadership contract which sits as a higher 
duties arrangement above a base Teacher permanent, full-time contract of employment. 
 
Key Performance Indicators 
 
This Assistant Head of Primary Years position description will be subject to regular review as part of the College's 
review and development process.  
 
Measurable key performance indicators will be set in collaboration with the Head of Primary Years, Dean of 
Learning and Teaching and Principal, with regular reviews to reflect this role description. 
 

 


