
 

 

 
 
 
 
 
28 August 2019 
 
 
To Whom it May Concern 
 
Thank you for expressing an interest in our current permanent full-time position as HOD 
Mathematics commencing Term 1, 2020.  
  
Our staff are passionate and committed teachers.  Students work in partnership with us on their 
learning and they readily participate in activities beyond the classroom.  Our school is a vibrant and 
collaborative place to work and students demonstrate high levels of capability and willingness to 
lead other students to high levels of achievement. 
 
Enclosed is a package of information to guide your application.  Additional information can be found 
on our website.  Should you have any questions, or wish to discuss working at our school, please 
don’t hesitate to contact me.  I would welcome a call from you.   

 
Your application should include a cover letter, full CV and the enclosed application form (which is 
also available on our website) and 3 referees’ reports. 
 
Applications close 12 noon on 16 September 2019.      
 
 
Yours sincerely 
 
 
 
 
 
Karene Biggs 
Principal 
 
 
 
 
 
 

Palmerston North Girls’ High School 
Te Kura Kōhine O Papaioea 

          



 

 

 

Palmerston North Girls’ High School  

About our School 

 

Palmerston North Girls’ High School has a reputation for excellence and is highly sought 
after as the school of choice for students and teachers alike. Our school roll is maintained 
at maximum capacity at around 1250 students including 30 foreign feepaying students.  

Our school fosters a respectful culture of learning and students respond to feedback from 
teachers, and are supportive of each other to improve their achievements.  

Our young women are empowered to participate in decision-making and have strong 
leadership roles. We have five student councils each charged with setting goals and 
organising activities for students.  

Our staff are dedicated and focused on assisting students with their learning. Teachers 
talk about teaching and learning, often collaborating on ideas that will improve their 
approach to assisting students to grasp concepts. We are working to embrace evidence-
based teaching as inquiry with appraisal goals focused on student achievement. There is a 
strategic focus on wellbeing and pastoral care throughout the school.  

We promote high academic and behaviour expectations and support students to achieve 
to the best of their ability.  The Board has set some challenging goals in its strategic plan.  
A new staff member will find many opportunities to challenge and support students. 

Further information can be found in the school’s ERO report, NZQA statistics on request 
from the Principal.  

Palmerston North is a pleasant, friendly city with a convenient, busy airport. It is easy to 
live in and the school is a short walk from the square. There are many clubs and activities 
to join, great shopping and cafes, tramping, a two-hour drive to many great destinations.  

  



 

 

PERSON SPECIFICATION 
 
Professional Qualities 
The successful applicant will:  

• be a registered and experienced classroom teacher  
• be expected to lead the Mathematics Department, establishing and implementing a vision 

for its contribution to student achievement 
• be genuinely interested in meeting the needs of all students and have knowledge of 

strategies to overcome learning barriers and raise levels of achievement 
• be expected to support the school achieve its goals and students to achieve excellence  
• be invited to advise the Principal on matters relating to Mathematics Department student 

achievement 
• be expected to make the school a welcoming place for students and a safe learning 

environment 
• be committed, enthusiastic, and confident in all aspects of teaching and learning 
• offer extra-curricular activity in arts, sports or other endeavours 
• take responsibility for professional learning and development 

 
Personal Qualities 
The successful applicant will:  

• be able to establish positive relationships with students, staff and senior leaders to foster 
learning 

• be prepared to share resources and ideas, and to enjoy working collaboratively with other 
teachers 

• display integrity, reliability and be a positive role model 
• have aims and aspirations consistent with the goals and objectives of Palmerston North Girls’ 

High School  
  



 

 

Palmerston North Girls’ High School 
Effective Teacher Profile 

 
 

• We create a student focused,supportive and safe learning 
environment where everyone, including the teacher, is a learner. 
 

• We select authentic contexts for learning that excite, engage and 
challenge learners, respecting the diversity of the heritage, 
language, identity and culture of all learners. 

  

• We model respectful relationships and use positive, growth mindset 
language to build students’ self confidence.  
 

• We have high expectations for learning and encourage the 
development of our values:  

Respect   Whakaute 

Resilience   Whakamana 

 Social Responsibility Whakatangata 
 

• We use a range of pedagogical best practice and differentiate our 
teaching to enable all learners to progress and achieve. 
 

• We are inquiry focused, reflecting on student engagement, 
achievement and progress.  

 

• We provide frequent opportunities for timely feedback to students 
on their progress and achievement and use student voice to gain 
feedback on our teaching and inform next steps in learning. 

 

• We engage whānau as active participants in the learning of their 
rangatahi. 



 

 

PALMERSTON NORTH GIRLS’ HIGH SCHOOL 

 
 
 
 

A. Title:  HOD Mathematics. 

 Responsible to: The Principal. 

Directly Supervising: All staff assigned to teach and/or support the department. 

 Working Relationships with: Deputy and Assistant Principals, other Heads of Departments, Deans, Guidance Counsellor, administrative and 
   ancillary staff. 

B. Limits of Authority: 

 1. Education Acts and other relevant Acts and Regulations, Policies of Board of Trustees.  Any policy change in the department must be in  
  harmony with the school’s goals, policies and administrative structures. 

 2. All departmental expenditure must remain within budget. 

C. Primary Objectives 

 1. To take responsibility for promoting and developing learning and teaching programmes pertaining to the Mathematics Department. 

 2. To facilitate the effective teaching and learning and assessment of all programmes. 

 3. To be responsible for the Mathematics Department’s resources and co-ordinate the use of these. 

D. Teaching 

 1. The position description for experienced teachers applies. 

POSITION DESCRIPTION 



 

 

E.  Key Tasks (Dimension): 

 

KEY TASK (DIMENSION) OUTCOMES INDICATORS 

RESOURCE MANAGEMENT 
 
D1 To draw up annually the department plan for 

approval, to include aims, guidelines, staff 
development, staff deployment, resources 
evaluation including equipment, books, and class 
materials. 

D2 To purchase and control all financial and material 
resources. 

D3 To facilitate resource development. 

 
 
• Effectively and efficiently use available resources, including 

financial resources and assets, within delegated authorities, to 
support learning outcomes for students. 

 
 
• The department plan is submitted as required. 
• Annual budgets are submitted and spending is within guidelines. 
• Resources are reviewed and updated annually. 

STAFF AND STUDENT MANAGEMENT     
D4 To disseminate information on professional and 

administrative matters to students. 
D5 To monitor the personal and educational welfare of 

students. 

• Represent and communicate effectively, to a range of audiences, 
the goals and tasks of the department, faculty or area of 
responsibility. 

• Participate in, and where appropriate, contribute to the school’s 
performance management system. 

• Communicate effectively with students and staff. 

• The programme of professional development is documented. 
• The scheme contains information relating to the department’s goals 

and tasks. 
• All students will receive appropriate support. 

PROFESSIONAL LEADERSHIP     

D6 To lead and supervise the ongoing operation of the 
learning and teaching programmes (including 
assessment). 

D7 To participate in the leadership and management 
roles of the school. 

D8 To keep up to date with current developments in 
the learning and teaching of the relevant subject 
area. 

D9 To provide a learning environment where students 
are able to gain self-confidence through success. 

 

• Understand the aims of and display competence in the area of 
responsibility. 

• Provide professional leadership to staff within the delegated area(s) 
of responsibility. 

• Make constructive contributions, where applicable, to the 
management of the school. 

• Demonstrate a high level of awareness of educational 
developments and changes, particularly in the area(s) of 
responsibility. 

• Undertake appropriate professional development to enhance 
individual expertise in areas of management, administration and 
education. 

• Regularly attends in-service and subject association meetings. 
• Demonstrates sound knowledge of curriculum content. 
• Participates in the P.D.C. cycle. 
• There is a process for monitoring curriculum delivery. 
• Department programmes and systems facilitate whole school goals. 
• Appropriate professional development if undertaken. 
• The department will have documented policies and processes for the 

provision of a purposeful and supportive learning environment and 
flexible classroom practices. 

• Schemes follow the generic format and are up-to-date.  These will be 
regularly reviewed. 



 

 

 

  

KEY TASKS (DIMENSION) OUTCOMES INDICATORS 

PROFESSIONAL LEADERSHIP (Cont.) 
 
D10 To set the learning and teaching programmes 

(schemes of work) with the national syllabus 
guidelines. 

D11 To include in the scheme documentation, 
programmes of work, organisation of department in 
accordance with the generic scheme outline. 

 
 
• Identify and act on opportunities for improving teaching and 

learning. 
• Ensure that procedures for making decisions in the area of 

responsibility are consistent with national guidelines and with the 
school’s policies. 

• Ensure that changing social and cultural factors affecting the 
school’s community are reflected in the policies and programmes of 
the delegated area(s) of responsibility. 

• Foster positive relationships between the school and all sectors of 
the community. 

 
 
• The department will have documented processes for resource 

management and development. 
 
• Promotes the activities of the school in the community. 
• Links are made with relevant community groups to mutual benefit. 



 

 

PALMERSTON NORTH GIRLS’ HIGH SCHOOL 

 

A. Title:  Teacher.  

 Responsible to: The Head of Department. 

 Relationships with: Staff, particularly within the department, Deans, Guidance, Learning Support, Deputy and Assistant Principals. 

B. Primary Objectives: 

 1. To take responsibility for effective teaching and learning for all students assigned to the teacher. 
 2. To contribute to professional improvement and development within the school. 
 3. To take responsibility for a form class. 
 4. To contribute to school wide activities that enhance student achievement and reputation for excellence. 

C. Key Tasks: 

 Teaching and Learning 

KEY TASK (DIMENSION) OUTCOMES INDICATORS 

PROFESSIONAL KNOWLEDGE 
 
 
• Curriculum 
C1 To plan and prepare programmes of work for each 

class based on the department learning and 
teaching programmes (schemes of work). 

• Learning and assessment theory 
 
C2 To demonstrate competence in teaching and 

assessment and in reporting on students’ 
progress. 

• Current issues and initiatives 
 
 

C3 To demonstrate competence in keeping up to date 
with current developments in learning and 
teaching. 

 
C4 To participate in the school’s appraisal system. 

Experienced classroom teachers demonstrate a 
significant depth of knowledge in the theory and practical 
application, where appropriate, of: 
 
• Curricula relevant to their teaching speciality(ies). 
 
 
 
 
• Learning and assessment theory and 

developments. 
 
 
 
 

• The current issues and initiatives in education, 
including Māori education. 

 
 
Experienced classroom teachers demonstrate a high 
level of commitment to: 
 
• Further developing their own knowledge and skills. 
• Encouraging and assisting colleagues in 

professional development. 
• Further developing understandings of the Treaty of 

Waitangi. 

 
 
 
 
• Critiques existing schemes of work and actively contributes to the 

evaluation and development of schemes of work. 
• Clearly demonstrates awareness of links between curriculum 

areas. 
                                             
• Able to write summative assessment(s). 
• Able to self-evaluate and change, assists others with this. 
• Able to contribute to moderation procedures. 
• Demonstrates awareness of the place of assessment in improving 

student learning. 
 
• Reads in the professional area. 
• Attends staff and subject meetings. 
 
 
 
 
 
• Undertakes annual performance review and completes each 

performance agreement. 
• Identifies own professional development opportunities and 

communicates to appraiser when establishing performance 
expectations. 

• Attends teacher development programmes. 

POSITION DESCRIPTION 



 

 

KEY TASK (DIMENSION) OUTCOMES INDICATORS 

TEACHING TECHNIQUES 
 
 
C5 To enable and encourage students to learn. 
 
C6 To contribute to the work of the department in planning, 

administration and resource development.  

Experienced classroom teachers demonstrate expertise 
and refined strategies in: 
 
• The development and practice of teaching 

programmes and resources, learning activities and 
assessment regimes. 

• Highly effective teaching techniques. 
• Evaluation, appraisal and reflection on their own and 

others’ teaching practices with positive outcomes. 

 
 
 
• Plan book and/or samples of student work match the 

required course coverage. 
• Teaching style and resources display awareness of 

students’ cultural and individual learning needs. 
• Subject knowledge, understandings and skills are 

imparted at a level students can cope with. 
• Evidence of appropriate assessment per topic, and 

books/folders, work samples are assessed regularly. 
• Maintains a comprehensive record of each student’s 

attendance and assessment results. 
• Reports to parents contain constructive comments. 

STUDENT MANAGEMENT 
 
 
C7 To use appropriate teaching techniques and student 

management skills. 
 
C8 To exercise the pastoral care of students in the classroom 

and in the form class. 

Experienced classroom teachers demonstrate expertise 
and refined strategies in: 
 
• The development and maintenance of environments 

which enhance learning by recognising and catering 
for the learning needs of a diversity of students. 

• Managing student behaviour effectively. 
 
 
 
 
 

 
 
 
• Implements school behavioural guidelines, expectations 

and support systems. 
• Actively contributes to the ongoing development of 

support systems and supports colleagues. 

MOTIVATION OF STUDENTS 
 
 
C9 To enable and encourage students to learn. 
 
 
 
 

Experienced classroom teachers demonstrate a high level 
of effectiveness in: 
 
• Encouraging positive school-wide engagement in 

learning. 
• Fostering and practising cultures of learning and 

achievement. 

 
 

• Uses strategies to keep students on task, in a positive 
atmosphere. 

• Provides a variety of relevant activities to suit different 
learning styles and levels. 

TE REO ME ONA TIKANGA 
 
 
C10 To support the creation of a positive learning 

environment for Māori students. 

Experienced classroom teachers demonstrate commitment 
to the promotion in education of: 
 
• The appropriate and accurate use of Te Reo Māori. 
• The adoption of Māori protocols where appropriate. 

 
 
 
• Familiar with the school waiata and kawa. 
• Participates in staff training opportunities for 

pronunciation and protocol. 
 



 

 

 

KEY TASK (DIMENSION) OUTCOMES INDICATORS 

EFFECTIVE COMMUNICATION 
 
 
C11 Where appropriate, to carry out the administrative tasks 

of a form teacher. 

Experienced classroom teachers demonstrate particular 
skill and success in: 
 
• Communicating effectively with students. 
• Reporting on student achievement to students, 

families, whanau and caregivers. 
• Inter-staff communications. 

 
 
 
• Observes school communication policies and 

procedures. 
• Spoken and written language is clear, correct and 

appropriate. 
• Demonstrates effective listening skills. 
• All communication is open, honest and timely. 
• Supports colleagues in communicating effectively and 

appropriately. 
 

SUPPORT FOR AND CO-OPERATION WITH COLLEAGUES 
 
 
C12 To participate in the corporate life of the school. 
 
C13 To fulfil the obligations of the school charter. 

Experienced classroom teachers demonstrate a high level 
of commitment to: 
 
• Encouraging and fostering effective working 

relationships with and between others. 
• Providing support and assistance to colleagues where 

appropriate. 

 
 
 
• Meets scheduled requests for information in a timely 

fashion. 
• Is punctual for scheduled commitments. 
• Maintains effective relationships with colleagues. 
• Is professional in dress, speech and actions. 
• Contributes to department by assisting with subject 

resource development and maintenance. 
• Shares in test and examination preparation. 
 

CONTRIBUTION TO WIDER SCHOOL ACTIVITIES 
 
 
 
 
C14 To participate in activities with students outside the 

classroom. 
 
 
 

Experienced classroom teachers contribute towards the 
effective functioning of the total school operation, including 
the school’s relationship with parents and the wider 
community. 

 
 
 
 
 
• Participates in extra-curricular activities. 
• Participates in activities that benefit colleagues or the 

school as a whole. 
• Comments on proposed modifications to and 

development of the school’s policies and programmes. 
• Attends parents’ evenings. 
• Shares in supervision activities. 
 

 
 
 



 

 

 
 

PALMERSTON NORTH GIRLS’ HIGH SCHOOL 
 

REFEREE’S REPORT FOR THE POSITION OF:   HOD MATHEMATICS  
 
 
 
 
 
 
 
 
As a nominated referee you are invited to complete this report on (enter name of applicant) 

  

Your statement will be confidential to those making the appointment and will be used for evaluation 
purposes only and destroyed after the appointment is made. 
 
If for some reason you find it impossible to act as a referee you are free to complete only this statement.  I 
do not wish to submit a referee’s report. 
 
Signed:   Date:    

 

If you agree to submit a referee’s report, please complete the pages that follow. 
 

Please forward the completed form to: 

The Principal 
Palmerston North Girls’ High School 
Fitzherbert Avenue 
Palmerston North by 4pm on 13 September 2019. 

Please mark your envelope, “Confidential” 

 

 

 

 

 

 

 
While it is not essential to complete every category below, you will appreciate that as full a report as possible 
is likely to be of most use to the Board of Trustees. 

Name of Applicant:   
 
Present Position:   
 
Employer:   

NAME OF REFEEREE:   

ADDRESS:   

   

   

PHONE   (WORK)   (HOME) 

OCCUPATION/POSITION OF REFEREE     



 

 

 
Using the following headings, please comment on strengths, weaknesses and experience that you have 
knowledge of in the applicant’s professional life. 
 
 
1. KNOWLEDGE OF APPLICANT 
 For how long have you known the applicant and in what circumstances? 

 
2. PERSONAL QUALITIES 
 These may include bearing, appearance, sense of humour, social conduct, sensitivity, sense of industry, 

relationships with others, personality, leadership potential. 
 

3. INTERPERSONAL SKILLS 
 Ability to communicate effectively with students, teachers and parents. 
 

4. TEACHING ABILITY 
 Classroom management, ability to earn respect of students, use of a variety of teaching techniques, 

ability to meet needs of a range of pupils. 
 

5. LEADERSHIP QUALITIES 
 Vision, sensitivity, degree of co-operation obtained from others, relationships with others, evidence of 

leading change. 
 

6. ADMINISTRATIVE SKILLS 
 Oversight and management of resources, planning and co-ordinating, curriculum development. 
 

7. PROFESSIONAL 
 Involvement in leading curriculum and assessment at a school/local/national level, development of 

teacher practice amongst colleagues, participation in professional organisations. 
 

8. CO-CURRICULAR PARTICIPATION 
 Activities involved and degree of participation. 
 

9. APPLICANT’S POTENTIAL 
 Please comment on what you believe to be the applicant’s potential to handle the responsibilities of 

the position applied for.  Please emphasise both strengths and weaknesses. 
 
 
      
 
    Signature of Referee 

Thank you for taking the time to help us make a sound and careful decision for this appointment 
 


