ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

POSITION DESCRIPTION 

1. JOB IDENTIFICATION:

1.1
    Position Title:  
Vice Principal II


1.2    Position Level:
P3


1.3 Major Group:
Education and Training Services Group

 

1.4 Sub-Group:

Education Management and Administration Services

1.5 Job Code No.: 
04.300.11


1.6
   Job Location (complete as appropriate) 

Ministry:; Department:; 

Dzongkhag:


School/Institute:

1.7 Title of First Level Supervisor: Principal (school)/Training Director (Institute)

2. PURPOSE, DUTIES AND RESPONSIBILITIES (Describe the purpose, duties and responsibilities, indicating what is done and how it is done.  Purpose should be a short statement linking the position to the mission and goals of the organization and specifying the outputs of the position.  Duties should be presented in decreasing order of percentage of time spent on them, or in order of relative importance):

Purpose: The purpose of the position is to contribute by enhancing the effectiveness of the school management system and thereby strengthening the delivery of quality education to students through effective co-ordination of staff members (including non-teaching). The work would also enhance the efficiency and effectiveness of the school staff. The teaching component of Vice Principal’s role directly affects the quality of the institutes and academic life and the educational goals. In addition, he/she has to undertake teaching related responsibility to teach 70 % and enhance academic standard.

Second in command to the Principals and assist the Principal in the day-to-day management of school. Generally assist the principal in all areas of responsibilities and supervise the staff. Officiate the Principal; assist in monitoring and supporting academic affairs, student affairs and co-curricular and extracurricular activities; keep surveillance for provision of quality education in the school; participate in all decision-making process of the school. They will also facilitate in the organization of staff development programmes, educational programmes and carry out teaching activities of 70%.

Vice Principal is responsible for coordinating and ensuring implementation of co-curricular and extracurricular programmes, including ceremonies.

Note: Vice principal only in schools eligible for Principal I/II  and  Institutes – JD needs adaptation.

	Sl. #
	Duties and Responsibilities
	% time

	A
	Instructional responsibilities as teachers:  (Besides the managerial responsibilities, the VPs are expected to carry out 70% teaching responsibilities as a teacher).
	70

	
	1. Study the curriculum documents and translate it into meaningful educational goals and objectives to be achieved by students within specific periods of time - subject(s) wise.

2. Prepare Yearly plan, Term plans, (Block Plan) and Daily plans based on the goals. 

3. Identify strategies and materials that the teacher could employ to achieve the educational (curricular) goals within the time frame of school year.

4. Research, identify and collect relevant information materials to be used in the lesson.  

5. Identify activities and collect relevant information and materials to be used in the lesson ensuring that a variety of materials and methods are used to cater to the individual learning differences.

6. Check to ensure that the activities designed would actually work as planned during the lesson.

7. Conduct the lesson as planned ensuring student motivation for maximum participation and monitoring student learning by:

· providing adequate attention and support to the students on task;  

· providing extended work and timely feedback and consolidate learning;

· evaluating student’s performances to provide feedback and guidance; and

· maintaining proper records of individual student performance.
	

	B
	Leadership and Management Responsibilities:
	20

	1
	Leadership

· Assist their Principal in providing effective leadership and a climate that is conducive to development through shared vision.

· Assist in determining the specific educational aims, both social and intellectual, and should have the capacity to communicate this to staff, students and parents.
· Should consciously strive to show Leadership in their day to day interaction and in managerial responsibilities
	

	2
	Organization and Management of Student Learning

Students: 

· Plan and conduct admission as per the capacity of the school
· Rationalise and divide student into groups and sections for curricular and extra- curricular activities ensuring that all students have opportunities for learning.
· Helping students to live together like a family;

· Assist in creating a caring environment in the school where the individual needs of all  students are looked after; and

· Assist in creating an environment for continuous interaction and involvement of parents in the education of children.
	

	
	Human resource management:

· Orient new teachers into the school culture and convey the expectations of the school; 

· Assist Principal in assigning responsibilities to teachers as per their abilities and specialisation;

· Support, monitor and evaluate the staff members regularly; 

· Look after the welfare of the teachers and their family members;

· Assist Principal to build staffs morale and to keep them motivated
	

	
	Assist Principal in Financial Management by budgeting:
· developmental work as well as current expenditure as per the plan; 

· maintenance of properties – infra structure, equipments, furniture and vehicle;

· educational programmes – scouts, games and sports, seminars, workshops, conferences, publications and subscriptions etc.;

· Text books and Stationery- teaching learning material such as text books, references, teaching aids, student stationery.

· Equipment – type writers, d/machine, computers, fax, telephone, photocopier, Audio visual etc; and

· Furniture – office, classroom, hostel, laboratory, staff quarters, conference and seminars, prayer halls, study halls etc.
	

	
	School Development Fund (SDF):

· Planning of the use of SDF and maintenance of accounts of expenditure and reporting to the  School Management Board (SMB); 

Collection of fees:

· Collect and deposit fees as per policy in force from to time; and

· Maintain proper records.

Utilisation of the budget:

· Plan and project annual/quarterly/monthly expenditure;

· Make payment as per guidelines in the Financial Manual;

· Maintain proper accounts;

· Submit progressive report on expenditure incurred; and 

· Exercise financial austerity and promote transparency and accountability
	

	3
	Assist Principals in the Managing Educational Programmes:

Curriculum implementation:

· Set educational goals for the school to be achieved by staff and students;

· Plan strategies for the realisation of educational goals in relation to time and resources;

· Design Policy & procedures for implementing curriculum, monitoring, supporting and assessment of performance, following the directives of the Department taking the local conditions into consideration; 

· Ensure implementation of curriculum, monitoring, support and assess student performance;

· Review curriculum implementation policy and plans to assess the standard of education; and

Management of Co-curricular programmes:

· Set the objectives for various co-curricular activities for intellectual, emotional, moral/character, social and physical development of the students;

· Plan relevant co-curricular activities for the students as per the maturity levels, implement plans, monitor, support, evaluate and review the plans and programmes for their impact on students’ development;

· Involve organisations like BOC, YGCD, NTTA, RSPN, etc. to enrich the provision to implement their programmes in the school and enhance the school’s goals of wholesome education for every student; and

· Study the impact of educational programmes and make necessary changes.

Students Support programmes:

· Study the academic needs of students and establish necessary support services; and

· Ensure that student problems are attended to in time and appropriately 

Staff Development programme:

· Carry out the needs analysis of the areas of professional development of staff; and

· Plan, organise and facilitate professional development of the staff for their quality input into teaching and school development.

· Carry out performance evaluation appraisal of staff.
	

	4
	Responsibilities towards human relationship:

Maintain cordial relationship with authorities, subordinates, colleagues, parents and community.
	10


3. KNOWLEDGE AND SKILLS REQUIRMENTS (Minimum requirement for performance of work described (Level of Education, Knowledge, Skill and Ability): 

      3.1 Education: Bachelors Degree with teacher training (Schools) /TOT (Institutes)
3.2 Training: Educational Leadership and Management.

     3.3
Length and type of practical experience required: Minimum of four years as Teacher II or relevant position of Position Level P4 equivalent experience.
     3.4 
Knowledge of language(s) and other specialised requirements: 



The Vice Principal should have:

1. Proficiency in both English and Dzongkha languages; 

2. High degree of integrity; 

3. Leadership quality like creativity and resourcefulness; and

4. Personality and potential to become Principal

4.  
COMPLEXITY (Describe the intricacy of tasks, steps, processes or methods involved in work; difficulty and originality involved in work):

As second in command in the school administratively, vice principals are involved in implementing and monitoring the day-to-day programmes and executing professional and administrative functions. This involves careful planning with prior analyses of problems and needs, proper execution through development and mobilisation of resources and effective monitoring with evaluation and follow-up. This demands high managerial and professional skills, which is further compounded by having to deal with staff of a wide range of qualifications and calibre. The job also demands handling of students passing through the adolescence phase.  Adolescence is a sensitive and vulnerable phase of life, which needs careful dealing to avoid hazards of drugs, violence and juvenile delinquencies.  The VPs have to meet the demands of school as a learning community to continually develop themselves professionally.

The critical areas of staff development, review and diversification of curriculum impose tremendous demand and require intense involvement of the VPs.
As a link person between staff, students and management, vice principal is expected to set standards and inculcate values in colleagues and students to create a culture of excellence. The vice-principals officiate Principals and have to have a sound knowledge of school management plans and policies; and be aware of everything that happens in the school. The job of the Vice Principals can be equally stressful as the Principals.
5. SCOPE AND EFFECT OF WORK (Describe the breadth of work performance, and the effect the work has on the work of others or the functions of the organization):

Their job covers organising staff development and active review of academic curriculum resulting in significant overall improvement of the school.
The job of the vice principals can even have great effect and impact on the system in the following manner: 

1. Vice principal with mostly co-ordinating roles can contribute towards greater success of the school programmes and the system in ensuring smooth function.

2. Effective supervision and monitoring of the overall management of the school can be very systematic in catering to the diverse need of teachers and students in particular and community at large. 

3. The vice principals administrative and professional role can result in enhancing interpersonal relationship amongst the working team and students 

4. The Vice Principal’s involvement in strengthening the curricular and professional standards of the school and empowering the stake-holders to be more productive and motivated will result in the long term overall development of the country. The Vice-Principal can contribute to enforcing accountability and building personal and professional integrity in the institutes.
6. 
INSTRUCTION AND GUIDELINES AVAILABLE
6.1
Instructions: (Describe controls exercised over the work by the Superior, how work is assigned, reviewed and evaluated):


As a professional leader the vice-principal makes his/her own judgment in organizing the school in effectively meeting the needs of students with diverse abilities and interests in fulfilling the vision of the school. 


The Principals assign responsibilities to the VPs, monitor, review and evaluate their performances.

6.2 Guidelines: (Indicate what written or unwritten guidelines are available and the extent to which the employees may interpret, adapt or devise new guidelines);
The VPs have broad guidelines in the form of 

· Education Policy Guidelines, 

· Teaching manual, syllabus booklets, 

· Management guidelines and 

· Monitoring and support services guides, 

· Resolutions of the Annual Education Conference. 

In order to implement and execute various set goals, the vice-principals use their creativity in devising appropriate strategies and guidelines for the smooth functioning of the school. While teaching they use their own judgement in organising lessons that cater to the diverse abilities and the interests of students in fulfilling the broad educational goals set out in the syllabus.

6. 
WORK RELATIONSHIP: (Indicate the frequency, nature and purpose of contacts with others within and outside the assigned organisation other than contacts with superiors):

The Vice Principal maintains contact with: 

1. Officials from the Dzongkhag/Department of Education;

2. Parents and the community on student progress and school development plans

3. Extension agencies at the gewog level and sector heads at the Dzongkhag level (e.g. DAO, DAHO, DHSO, Engineering cell, Finance Officer, Planning Officer, Dasho Dzongdag) and other school heads; 

4. Other agencies for implementation of various initiatives such as class projects, health (IECH), agriculture (MoA), environmental (RSPN/ NEC/ DoF), vocational (NTTA) programmes;

5. Government guests, visitors form within and outside the country; and 

6. Sponsors, donor agencies, volunteers, visiting scholars, researchers and benefactors.

8. 
SUPERVISION OVER OTHERS (Describe responsibility for supervision of other employees, including the nature of supervisory responsibilities and classification and number of subordinates):

The supervisory role of the Vice Principal require to:

1. evaluate and guide the performance of staff members and the students and at times supervise trainees from the training colleges;

2. direct, monitor, supervise, review and evaluate the work given to the teachers students regularly;

3. supervise and monitor students and staffs;  

4. monitor and co-ordinate with the in- charges (house master, class /subject teachers, subject department heads;

9. JOB ENVIRONMENT (Describe physical exertion required, such as walking, standing, lifting heavy objects, etc., and/or any risks or discomforts such as exposure to chemicals, climbing to heights, extreme weather conditions, or other severe discomforts):

The vice-principals are likely to be working under tremendous pressure both from he Principals, students and parents. The work would also necessitate him/her to move frequently around the campus for constant vigilance and supervision leading to some physical exertion. Shortage of facilities and harsh working conditions of some schools would add to the stress.  
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