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At Kinabalu International School we are dedicated to providing an excellent education in a caring, respectful 
environment, challenging students to achieve their full potential as successful global citizens 

 

 

Post   Head of Primary 

Responsible to Principal 

Duties The duties outlined in this job description are in addition to those of 

any other roles held by the post holder. These may be modified by the 

Principal in consultation with the post holder to reflect or anticipate 

changes in the post.  

 
 
Main duties and responsibilities are indicated below. Other duties of an appropriate level 
and nature may also be required, as directed by the Principal. Please note that the post 
holder may be required to work outside of normal school working hours for school events, 
meetings or completing time sensitive operations. We will always look to ensure notice is 
given for such events apart from in emergencies.   
 
 
Personal Qualities  
The skills required are many and varied but essential are diplomacy, fairness, firmness, 
tolerance, empathy, a sense of humour and the ability to be both a leader and a key team 
player. 
 
 
Specific Responsibilities 
To take responsibility for the academic and pastoral welfare of all students in the Primary 
school. 
 
 
Mission, Philosophy, Outcomes and Policies: 
The Head of Primary is responsible for the day-to-day leadership and management of the 
Primary School within the spirit of the school‘s Mission Statement. The Head of Primary 
provides strategic direction for the Primary School and promotes the aims of the school 
through the implementation of school policies. The Head of Primary assists the Principal in 
securing and maintaining an excellent education for all students, and in ensuring high 
standards of teaching, learning and achievement. The Head of Primary (and ensure staff) 
will adhere to all policies and procedures stated and referred to in the Staff Handbook. 
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Expectations 
As the educational leader and operational head of the Primary School, it is expected that the 
Head of Primary will:  
 

• Demonstrate an explicit commitment to the philosophy, mission and vision of the 
school as determined by the Board of Management 

• Exhibit a broad and deep understanding of school leadership and management in an 
international context 

• Keep abreast of educational developments and research 
• Communicate effectively with all school constituencies 
• Serve as an effective ambassador for the school both locally and internationally 
• Maintain an effective working relationship with the Principal and other members of 

the School Management Team based on mutual respect, trust and confidentiality 
• Exhibit and model a respect for the culture, languages, beliefs and people of the 

school’s host country, Malaysia 
 
 
General 

 Ensuring the safety and wellbeing of students and school employees 

 Assisting the Principal with the recruitment, induction and management of teaching 
and non-teaching staff 

 Ensuring that the organisational systems throughout the Primary School are effective 
and appropriate 

 Working with the admissions office to ensure that students entering the Primary 
School are tested prior to admission and appropriately placed 

 The timely preparation of Primary School teaching schedules and duty rotas 

 Arranging appropriate relief for absent teachers 

 The scheduling, planning and managing of parent-teacher conferences, information 
sessions, and other such routine and extraordinary events 

 The preparation, production and distribution of written reports to parents according 
to the school’s Reporting and Assessment Policy 

 Dealing with disciplinary issues in the Primary School 

 Cooperating with the Head of Secondary to ensure that the school offers a broad, 
comprehensive and relevant programme of extra-curricular activities 

 Working with the other members of the School Leadership Team, to ensure that all 
necessary measures are taken to maintain the school’s accreditation status with CIS 

 Working with the Principal and School Leadership Team to prepare and manage the 
annual school budget 

 Bringing to the attention of the Principal any developments, issues and opportunities 
likely to have an impact on the successful operation of the Primary School 

 Representing the school at educational and other appropriate events 
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Curriculum 

 Establishing, maintaining and continuing to develop the Primary School curriculum 

 Ensuring that the curriculum is delivered in line with school policies 

 Ensuring that students are allocated to appropriate teaching groups 

 Ensuring that the Primary School appropriately integrates the use of ICT within the 
curriculum 

 Establishing and maintaining cross-curricular links within the Primary School 

 Promoting the use of learning opportunities outside the classroom by Primary 
teachers 

 Supporting cross-phase (Primary / Secondary) curricula 
  
 
Management of Learning & Teaching 

 Managing and monitoring the quality of learning, teaching and assessment within 
the Primary School, in line with school policy, and constantly striving to improve it 

 Managing the Primary Leadership Team to ensure that the curriculum in the Primary 
School meets the educational and developmental needs of all students 

 Ensuring that individual student achievement is monitored and tracked carefully to 
confirm that students are achieving in line with their expected/identified potential or 
better 

 Analysing the results of student standardised tests and taking appropriate action to 
improve overall levels of attainment in such external assessment 

 Managing the transition of students from Year 6 (Primary) to Year 7 (Secondary) in 
liaison with the Head of Secondary 

 
 
Management of Staff 

 Leading and managing Primary School teaching staff and teaching & learning 
assistants 

 Ensuring that teachers implement Primary School and Whole School policies 

 Managing the appraisal and performance management of Primary staff 

 Ensuring that Primary staff are familiar with and act in accordance with the Staff 
Handbook 

 Managing the professional development of Primary staff 

 Ensuring effective communication within the Primary School 
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Management of Resources 

 Developing and managing the Primary School’s annual budget 

 Overseeing the ordering of textbooks and teaching resources for the Primary School 

 Developing, implementing and evaluating the Primary School Development Plan in 
line with the Whole School Development Plan 

 
 
Communication with the School Community 

 Communicating regularly with parents both in writing and in person 

 Overseeing and approving all written communication to parents and the wider 
community 

 Ensuring that all appropriate Primary School guides, handbooks and curriculum 
outlines are published and revised for parents, students and other relevant 
constituencies 

 Convening regular Primary School meetings as appropriate 

 Liaising with the Principal, members of the School Leadership Team, PTA, Teacher 
Librarian, and Heads of MFL, Sport & PE, EAL and SEN 

 
 
Additional Responsibilities 

 Contributing to the development of whole school policies as appropriate 

 Supporting activities that involve the school community both inside and outside the 
classroom 

 Representing the school at educational and other appropriate events 
 Contributing each week to the KIS Weekly Newsletter 

 Contributing each month to the Principal’s Report to the Board of Management 

 Carrying out any other reasonable additional duties as directed by the Principal 
 
 
Accountability 
Supporting the Principal and Leadership Team in accounting for the efficiency and 
effectiveness of the school to all relevant stakeholders on a day to day basis. To help create 
a culture in which all staff recognise that they must contribute to and are accountable for 
the success of the school. Ensure that parents and pupils are well informed about 
curriculum, attainment and progress and the contribution they can make to achieve the 
school’s targets for improvement. 
 
 
 
 
 



 

 

 
Kinabalu International School 

Head of Primary 

Job Description 
 

Head of Primary / JD / October 2018 

Conditions of Employment  
The above responsibilities are subject to the general duties and responsibilities contained in 
the written statement of conditions of employment (the Contract of Employment). The post 
holder is required to support and encourage the school’s ethos and its objectives, policies 
and procedures as agreed by the School’s Leadership Team and Board.  
 
The post holder is required to maintain confidentiality of any information in any form of 
communication pertaining to the school, staff, students and parents that the post holder 
may be privy to. The post holder is expected to carry out their duties and behave in a 
manner that is befitting to a private international school and maintains the good image and 
reputation of Kinabalu International School and to uphold the school's policy in respect of 
child protection matters. The post holder may be required to perform any other reasonable 
tasks after consultation with the Principal.  
 
This job description allocates duties and responsibilities but does not direct the particular 
amount of time to be spent on carrying them out and no part of it may be so construed. This 
job description is not necessarily a comprehensive definition of the post. It should be 
reviewed at least once a year as the school grows and it may be subject to modification at 
any time after consultation with the post holder. 
 


