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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   Class Teacher 

Responsible to Head of Department / Head of School 

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 team player. 
 

GENERIC TEACHER JOB DESCRIPTION 
 

1.  OVERVIEW  
 
 1.1  Teachers are appointed by and are responsible to the Principal.  
 1.2 ‘Teacher’ here includes full-time and part-time teachers, local and overseas hired 

teachers, class teachers, and subject specialists; in short, all those charged with 

delivering the school’s formal curriculum.   
 1.3 All teachers employed by the school have professional responsibilities to their 

students, to themselves, to the institution, to their colleagues and to the wider 

school community.   
 

2.  EXPECTATIONS  
 As an educational professional working in a K-12 international school, it is expected that a 

teacher will:  
 
 2.1  Demonstrate an explicit commitment to the Mission and Vision of the school as 

determined by the school’s Board of Management;  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 2.2 Be familiar with the operational practices and expectations of the school;   

 2.3 Adhere to the school’s policies and guidelines as published;   

 2.4   Respect and treat all students equally;   

 2.5   Work collaboratively and constructively with colleagues;   

 2.6   Conduct themselves with decorum;   

 2.7   Respect confidentiality;   
 2.8   Have a thorough and age-appropriate knowledge and understanding of skills and 

subjects taught;   

 2.9   Keep abreast of relevant educational developments and research;   

 2.10   Take full advantage of professional development opportunities;   
 2.11   Use an appropriate variety of instructional and assessment practices and 

techniques;   
 2.12   Establish and maintain an appropriate social, emotional, physical, and intellectual 

learning environment in which all students may succeed;   

 2.13   Communicate effectively;   

 2.14   Contribute to school life beyond classroom teaching;   

 2.15   Exhibit and model a respect for the culture, languages and beliefs of Malaysia.   
 
 

3.  DUTIES AND RESPONSIBILITIES  
 The duties and responsibilities of a teacher include:  
 

3.1   Ensuring the safety and wellbeing of students;   

3.2   Attending school as required by their contract and being punctual to classes;   

3.3   Meeting internal and external deadlines;   
3.4   Writing, compiling and producing both routine and extraordinary reports on 

students as required;  

3.5   Meeting students’ parents and guardians in person as required;   
3.6   Bringing to the attention of management students with specific educational, 

behavioural or emotional needs;   
3.7   Maintaining the appropriate appearance of teaching rooms for which they are 

responsible;   
3.8   Accepting the collective responsibility of all school staff to maintain order and 

enforce school expectations regarding student behaviour;   

3.9   Participating in the annual professional appraisal process;   

3.10  Active participation in the creation, development and revision of the school’s 
written curriculum;  

3.11   Discharging effectively such supervisory duties as may be assigned by 
management. 
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3.12  Undertaking any other duties as may be assigned by the Principal from time to 
time. 

 
 
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 when appropriate 

 
 
Accountability 
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. 
 
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. 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.  
 
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 constructed.  
 
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. 
 


