
Assis t a n t  He a d  o f De p a r t m e n t  Te ch n o logy 
Job  De scr ip t ion  - 3 MUs 

 
 
The  following job  descrip tion  is  flexib le . The  pe rson  appoin ted  will work close ly with  the  Technology 
Curricu lum  Leade rs and  HOD to m ain ta in  and  im p rove  the  qua lity of te ach ing and  learn ing, as we ll a s 
curren t system s and  policie s tha t enab le  qua lity teach ing and  learn ing to  occur. 
 
Expectations 
The  position  o f Assistan t Head  of Departm ent (AHOD) carrie s with  it a  num ber of expecta tions includ ing: 

⮚ m aking a  com m itm en t to  the  College  and  the  enhan cem ent of its  trad ition  for exce llence  
⮚ m aking a  positive  con trib u tion  to  the  life  of the  College  ou tside  the  classroom  
⮚ be ing an  exce llen t role  m ode l and  a  p rofe ssiona l le ade r to  a ll s ta ff 
⮚ dem onstra ting sign ifican t le ade rsh ip  with in  the  College  
⮚ participa ting in  p rofe ssiona l deve lopm ent and  pe rfo rm ance  m anagem en t p rogram m es 
⮚ showing a  willingness to  accep t re sponsib ility 
⮚ dem onstra ting a  genu ine  in te re st in  sta ff and  studen ts and  a  desire  to  see  the m  ach ieve  the ir fu ll 

poten tia l. 
 
Prime Responsibilities 

⮚ At a ll tim es, it is  the  re sponsib ility of the  AHOD to work close ly with  the  Head  of Departm ent to   
i. m ain ta in  and  im prove  curren t system s 

ii. positive ly in fluence  the  gene ra l d irection  and  policie s of the  departm ent 
iii. a id  in  m anaging and  profe ssiona lly lead ing the  teache rs of Technology in  a  m an ne r 

consisten t with  College  po licie s and  practice s. 
⮚ The  AHOD, in  collabora tion  with  the  HOD, will advance  curricu lum  consistency and  pedagogica l 

approaches to  enhance  Technology Program m es, includ ing: 
i. im proving studen t acade m ic ou tcom es 

ii. ra ising academ ic expecta tions for studen ts  
iii. provid ing support and  gu idance  to  teache rs in  ach ieving these  goa ls 

⮚ The  AHOD will assist in  shortlis ting, in te rviewing and  offe r advice  on  sta ff appoin tm ents to  the  
HOD Technology, the  Deputy Principa l Line  m an age r for Technology, or the  Principa l as requ ired . 

⮚ The  AHOD will a lso  teach  with in  the  Technology Departm ent and , in  doing so, m ee t a ll 
requ irem ents for a  te ache r as se t ou t in  the  job  descrip tion  for a  te ache r 

⮚ Take  on  add ition a l re sponsib ilitie s as deem ed  appropria te  from  the  HOD. 
 

Curriculum Delivery and Management of the Department 
It is the responsibility of the AHOD to: 

⮚ be  conve rsan t with , and  com pe ten t in , the  New Zealand  Curricu lu m   
⮚ put in  p lace  year p lans consisten t with  the  na tiona l curricu lum  gu ide lines 
⮚ ensure  tha t a ll Technology policie s and  p ractice s a re  consisten t with  College  policie s and 

p ractice s 
⮚ ensure  tha t asse ssm ent policie s and  practice s a re  in  p lace  which  m ee t NZQA requ irem ents and  

are  consisten t with  College  policie s and  p ractice s 
⮚ ensure  the  Departm ent Schem e  is  in  use  
⮚ prom ote  qua lity teach ing and  enhanced  learn ing opportun itie s 
⮚ com m unica te  with  teache rs and  curricu lum  leade rs  
⮚ prom ote  con tinued  deve lopm ent and  sharing of re sources 
⮚ prom ote  the  roll-ou t o f new in itia tive s a t the  College . 
⮚ prom ote  the  Scholarsh ip  cu ltu re  in  Technology departm ent 

 



Administration 
The  AHOD should  assist with  the  adm in istra tion  of the  departm ent includ ing: 

⮚ updating the  schem e  and  departm en t goa ls  
⮚ writing the  annual report to  the  Principa l and  the  School Board , includ ing sta tistica l ana lysis  of 

da ta  
⮚ im plem enting and  m onito ring hea lth  and  safe ty p rocedures 
⮚ tim e tab ling and  a lloca ting sta ff re sponsib ilitie s with in  the  departm ent. 

 
Personal Qualities 
The  AHOD should : 

⮚ be  positive , en thusiastic, p rofe ssiona l, constructive  and  supportive  of the  school 
⮚ be  ava ilab le  to  sta ff and  be  a  good  listene r 
⮚ dem onstra te  a  growth  m ind-se t and  encourage  a  growth  m ind-se t in  othe rs  
⮚ show a  willingness to  de lega te  re sponsib ilitie s and  to  deve lop  sta ff in  the  departm en t 
⮚ show a  willingness to  accep t re sponsib ility 
⮚ dem onstra te  collegia lity with in  the  school and  departm ent. 

 
Staff Management 

⮚ The  AHOD should  assist with  sta ff m anagem en t to : 
i. deal constructive ly and  positive ly with  sta ff issues as they a rise   

ii. support and  re in force  a  positive  work environm ent for sta ff 
iii. take  re sponsib ility for the  appra isa l and  m entoring of sta ff m em bers and support and  

re in force  a  positive  p rofe ssiona l appra isa l system  for sta ff which  m ee ts the  requ irem ents 
of the  college  policy on  perform ance  m anagem ent 

iv. Hold  regu lar m ee tings when  necessary. 
 
Student Management 
The  AHOD will: 

⮚ he lp  m onitor departm ent system s to  iden tify any prob lem s in  the  de live ry of the  curricu lum  to  
studen ts 

⮚ take  re sponsib ility for the  d iscip line  of studen ts  
⮚ offe r sta ff gu idance  and  appropria te  support p rocedures for m anaging studen ts 
⮚ ensure  tha t appropria te  work is  se t for studen ts and  m arked  by Technology teache rs 
⮚ ensure  tha t te ache rs m on itor studen t p rogre ss th rough  accura te  record ing of pe rform ance  
⮚ provide  teache rs with  support in  classroom  m anage m ent 
⮚ be  re sponsive  to  the  needs and  conce rns of studen ts and  paren ts in  curricu lum  and  asse ssm ent 

m atte rs 
⮚ when necessary, lia ise  with  the  Guidance  Departm ent, Deans and  Learn in g Support sta ff on 

m atte rs of studen t m anagem ent and  p rogre ss. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Grahame Cope
Fornatting issues? Indentation?

Ben Pollard
Resolved



Relationships 
⮚ The  Principa l is  re sponsib le  for the  conditions of em ploym ent o f the  AHOD of Technology.   
⮚ The  AHOD will work on  deve lop ing re la tionsh ips with  teache rs and  studen ts which  a re  positive  

and  supportive  an d  which  encourage  open  com m unica tion , co-ope ra tion  and  the  sharing of 
ideas and  tasks.  
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