China World
Academy

Head of Department (HoD)
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Responsibilities:
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Be responsible for the day to day management of the academic life within the
department;
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Contribute to the annual academic improvement plan of the School;
2 5 AR R B TR

Dissemination of all relevant and current information of academic nature as per the
individual needs of each subject;
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Work to ensure that all required instructional materials are in place for effective delivery
of the curriculum and that an accurate inventory of departmental materials/resources is
maintained;
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Models effective instruction; assists in strengthening lesson plans; provides guidance on
curriculum alignment;
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Serve as a mentor to all department members especially those new to the School
(policies, procedures, available materials, classroom observations, etc);
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Identifies and communicates effective teaching strategies, classroom management
strategies, and strategies for altering student behaviors when needed;
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Maintain the communication between school student life and parents, and build a
harmonious home-school relationship;
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Develop in conjunction with teachers an individual “Teachers’ Appraisal Plan” which
reflects personal development — this will also include class observations as part of the
plan. Follow CWA performance management system. Build an individual teacher’s
development plan which reflects personal and professional growth.
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Performing other reasonable duties as instructed by school, including but not limited to
lesson planning, preparation and assessment, meetings, night study supervision,
students’ admission activities, students’ filed trip, subject fair and other routine events.
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Taking part in whole school event
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Requirements:
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Master degree or above, with relevant professional background and teaching certificate;
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Teaching and management experience in an international school, boarding school would
be an advantage;
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Fluency in English, bilingualism would be an advantage;
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Substantial experience with the IB Diploma Program and successfully managing academic

Program;
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Love for education, full of passion and idealism.
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