
Roles & Responsibilities 

Academic Head/Coordinator/Vice – Principal 

 Meet with the Principal to discuss the implementation of school policies and programs. 

 Assist the Principal in supervising and evaluating all tenure and non-tenure staff. 

 Assist the Principal in conducting orientation for incoming students. 

 Assume responsibility for coordinating student/teacher and student/observer assignments 

 Attend Management meetings when requested. 

 Assist the Principal in reviewing new textbooks. 

 Maintain an effective, positive working relationship with staff. 

 Portray an effective role model for staff, students, parents/guardians, community members.   

 Be knowledgeable of new educational trends. 

 Performs other duties which may be assigned by his/her superior(s) under authority of the Management. 

Promotion & Development Executive 
 Conceiving and developing efficient and intuitive marketing strategies 

 Organizing and oversee advertising/communication campaigns (social media, TV etc.), exhibitions and promotional 

events 

 Write & proof read content for diverse marketing distributions (brochures, press releases, website material etc.) 

 Maintain relationships with media vendors and publishers to ensure collaboration in promotional activities 

 devising and presenting ideas and strategies 

 promotional activities 

 Managing campaigns on social media. 

 Updating the School’s Website, Facebook and other social media accounts. 

 Providing ideas and input into the development of new e-marketing materials. 

 Visit different schools and other educational institutes for gathering information. 

 

Pre-Primary Educator/Educator (1 to 5)/ Educator (6 to 10) 
 Develop and issue educational content including notes, tests, and assignments. 

 Supervise classes to ensure all students are learning in a safe and productive environment. 

 Organize supplies and resources for lectures and presentations. 

 Deliver personalized instruction to each student by encouraging interactive learning. 

 Plan and implement educational activities and events. 

 Ensure your classroom is clean and orderly. 

 Prepare and distribute periodic progress reports and semester report cards. 

 Attend parent-teacher meetings. 

 Evaluate and document students’ progress. 

 Allocate and grade homework, assignments, and tests. 

 To be active and energetic in the class. 

 To have a jolly and bubbly mood with students in the class. 

 

 

 

 



Co-Curricular Mentor (Sports/Music/Dance/Yoga/Art & Craft) 
 To prepare and plan lessons appropriately and to keep records of such plans.   

 To ensure that each student is aware of the strengths and weaknesses of his/her work. 

 To keep records accurately and efficiently as required by the school's Recording Policy. 

 To ensure that all school equipment are maintained in good order when used by the class or mentor.  

 To ensure safety of children inside the school compound. 

 Establish and maintain the school’s activity calendar 

 Coordinate as necessary for equipment and assist faculty advisors in planning events 

 Ability to supervise and assist students effectively. 

 Create an environment conducive to learning and appropriate for the physical, social, and emotional development 

of students.  

 Good organizational/leadership skills. 

 Meet established deadlines.  

 Any other duties considered appropriate to the role.  

 


