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Position:         Assistant Head of School  
Reports to: Head of School   

The Assistant Head plays a major role in the life of the school and is expected to be deeply 

involved in the day-to-day work of faculty and students.  Therefore, extensive experience in a 

Catholic school setting is paramount for this position: candidates with advanced degrees and 

strong backgrounds in administration, teaching, advising, and coaching will be 

preferred.  Personal characteristics necessary for the position include: high energy and 

enthusiasm for all aspects of school life; organization and initiative; warmth and a good sense of 

humor; collaborative mindset and consensus-building skills; patience and persistence; and 

excellent communication skills. 

                                                            
Specific Responsibilities:  

 Supervise the instructional programs of the school, evaluating lesson plans and 
observing classes on a regular basis to encourage the use of a variety of progressive 
instructional strategies   

 Guide the development and implementation of the school curriculum  

 Monitor and enable faculty and staff to pursue professional development opportunities  

 Is responsible, along with the School President, for implementing the School’s 
philosophy, mission, and expected schoolwide learning results. 

 Provide guidance with regard to effective teaching strategies based on current 
educational research and improved student learning results  

 Retain and recruit innovative faculty and supervise engaging learning environments  

 Coordinates a yearly review of staff, faculty, and administrators. 

 Represents the School to the parent community, the alumnae, and other schools as well as 

at professional meetings and conventions regarding academic and student affairs. 

 Provides educational leadership to improve the instructional program 

 Supervises the evaluation of the teaching staff 

 Conduct Directors’ and Academic Council meetings to seek ideas for the improvement of 
the school and to ensure communication among departments  

 Procure, disseminate, and provide research on all-girls' education to enable school staff 
to achieve expertise in the area  

 Supervise effective discipline and attendance systems with high standards, consistent 
with the mission and goals of the school   

 Work with the Head of School to organize and lead the WCEA/WASC accreditation 
process  

 Display the highest ethical and professional behavior and standards when working with 
students, parents, and school personnel  

 Other responsibilities as deemed necessary by the Head of School or diocesan leadership 
   
   
QUALIFICATIONS: 

• Believe strongly in the viability of Catholic education and mission of the school, in 

practical and philosophical ways  

• Inspire faculty, parents, students, alumnae, and the larger community  



• Act as the academic leader in overseeing, directing, and engaging the faculty in solid and 

progressive curriculum programs  

• Possess the ability to make thoughtful and sometimes difficult decisions after engaging 

others in the decision-making process  

• Demonstrate successful knowledge of and experience in high school education  

• Demonstrate excellent oral and written communication skills, including public speaking 

skills  

• Demonstrate a high level of interpersonal, collaborative, organizational, and 

administrative skills  

• Demonstrate sensitivity and the ability to relate openly and collaboratively with a 

culturally diverse school community  

• Possesses a strong working knowledge of school development and fiscal management  

• Is a practicing Catholic with a strong commitment to and working knowledge of the 

Catholic faith  

 


