April 2019

GOVERNMENT OF THE VIRGIN ISLANDS
TEACHING SERVICE COMMISSION
ADVERTISEMENT NO. 14/2019

Applications are invited from qualified persons to fill the posts of Principal, EImore Stoutt High

School.

Salary:

The entry salary of the post is in Grade 15 - $51,069.00 - $81,146.00. Salary is commensurate with

relevant qualifications and experience.

Minimum Qualifications:

Master’s Degree in Education Management or in a related field and additional training in School
Leadership.
Certificate in Education

Seven (7) years’ experience as a Teacher Grade IV

Seven (7) to eight (8) years’ experience in senior management position

Excellent knowledge of Government structure, policies and procedures

Excellent knowledge of relevant laws, regulations, procedures and policies

Excellent knowledge of education management, curriculum development and budget
management

Sound knowledge of effective structure and functioning of Education systems
Excellent oral and written communication skills

Good knowledge of the use of standard office equipment and computer applications
Excellent analytical and decision-making skills

Excellent interpersonal and organisational skills

Excellent negotiation and conflict management skills

Ability to work well under pressure

Working knowledge of the General Orders, Education Act, 2004, Education (Amendment) Act,

2014, Education Regulations 2015 and other governing policies/ regulations.

Responsibilities:

Ensure the smooth and efficient operation of the EImore Stoutt High School and supervision of
staff.

Identify, supervise, evaluate and maintain best practices in the school management and
administration (policies and procedures) and make recommendations for improvements.

Supervise the review of the schemes of work prepared by the school’s heads of department and
teachers to ensure that instruction and assessment techniques are reliable and that the
established curricula are adhered to.

Examines students’ academic records and recommends placement of students.

Recommend necessary resources, procure and ensure the dissemination, as required.



e Collect, analyse and collate data as required for department reports and other agencies in order
for data be used to monitor and improve learning and instructional effectiveness.

e Research, analyse and prepare various reports and provide advice to the appropriate/relevant
stakeholders.

e Monitor/inspect the facilities and provide advice on the effective administration of the facilities
ensuring that the required standards are maintained.

e Patrol the school grounds regularly to ensure that established guidelines and policies are
followed.

e Organise and coordinate seminars, conferences, meetings and professional development events
and activities; attend and ensure that minutes are recorded and reported.

e Attend meetings, workshops and training sessions as instructed to ensure awareness of any
change in policies or procedures which may be relevant to the role.

e Undertake the human resources functions of the school by overseeing the professional
development of staff, settling disputes among staff, students and parents, developing
professionalism and morale of staff, and ensuring the efficient onboarding of staff.

e Serve as liaison officer between the school and various stakeholders and agencies including the
parents, Ministry and Department of Education.

e Serve as the Accounting Officer for the Department.
e Prepare and manage the Department’s Annual Budget.

e Ensure the preparation and submission of Performance Planning and Appraisal Report for all
staff.

e Develop and implement strategic plans.
e |dentify job specific and environmental factors, develop/enforce health and safety policies and

mitigate and minimize hazards to promote health and safety of officers.

e Perform any other related duties as required by Supervisor or any other senior officer in order
to contribute to the effectiveness and efficiency of the department.

Appointment:
e One-year probationary period

e Appointment subject to medical fitness
e Established position

Benefits if recruited from outside the Territory:

e Relocation assistance, housing, telephone and travel allowances and gratuity at 5% (on
successful completion of contract)



Location:

e Tortola, Virgin Islands

Applications:
Applications giving full details of age, qualifications, experience, marital status, and availability,

accompanied by two references should be sent to:

The Secretary
Teaching Service Commission
Ministry of Education and Culture
P.O. Box 72
Road Town, TORTOLA VG1110
VIRGIN ISLANDS

Closing date for receipt of applications is 24™ May, 2019



