EMASI

JOB DESCRIPTION/MO TA CONG VIEC

Job title/ Vi tri:
HEAD OF ELEMENTARY — EMASI Van Phuc
Phé Hiéu truéng khéi Tiéu hoc - Trwwéng EMASI Van Phic

Report to/ Bdo cdo:
The Head of Elementary reports to the Managing Director
Vi tri Phé Hiéu Truéng khéi Tiéu hoc bdo cdo cho Gidm Déc Piu Hanh Trudng EMASI Van Phuc

General description/ Mé td chung:

The Head of Elementary supports the Managing Director in the overall management of the school, with
primary responsibility for the effective operation and quality of teaching and learning in the Elementary
school. They also act on behalf of the Managing Director in handling other assigned tasks.

Phé Hiéu Trudng khéi Tiéu hoc hd tro GD Piéu Hanh trong cong tdc qudn ly toan Trudng, chiu trdch
nhiém chinh vé hoat déng hiéu qud va chét lwong day va hoc cua khéi Tiéu hoc va thay mdt GP Diéu
hanh xt ly cdc céng viéc khdc khi dworc dy thdc.

Responsibilities/ Trdach nhiém:

e  Assist the Managing Director in developing plans related to the operation and development of the
entire school, such as curriculum planning, staffing arrangements, admissions planning,
recruitment plans, and internal regulations and procedures of the school;

HO tro GB Piéu Hanh trong céng tdc xdy dung ké hoach lién quan dén vén hanh va phdt trién cua
toan trwong nhu 1ap ké hoach giang day, bé tri nhdn luc, k€ hoach tuyén sinh, chi tiéu tuyén dung
va cdc quy dinh, quy trinh néi bé cta nha truong;

e  Support the Managing Director in monitoring and supervising the quality of teaching and learning
at the school, ensuring compliance with the direction and standards of the EMASI school system.
Hé tro GD Diéu Hanh trong viéc kiém tra, gidm sdt chdt lwong day va hoc tai trudng, dém bdo theo
dung dinh hwdng va tiéu chudn cda hé théng truworng EMASI;

e  Assist the Managing Director in evaluating, rating, and approving the welfare system for teachers
and staff based on the EMASI school system's policies;

Hb tro G Biéu Hanh ddnh gid, xép logi va xét duyét ché dé ddi ngé cho gido vién, nhén vién theo
chinh sdch cua ctua hé théng trurorng EMASI;

e Develop plans and organize the implementation of school events and festivals according to specific
themes and phases;

Xay dung ké hoach va té chire thurc hién té chire sw kién, 1€ héi cla trudng theo tirng chu diém, giai
doan;

e  Support all school events, including but not limited to academic activities and performances;

HO tro tdt cd cdc sw kién ctia nha tridng, bao gdm nhuwng khéng gidi han & cdc hoat déng hoc tép,
biéu dién;

e Attend celebrations, Open Day and other public events;

Tham duw cdc budi 1€, Ngay héi Tuyén Sinh (Open Day) va cdc sw kién cong khai khdc;
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e Review and propose to the Managing Director the organization of extracurricular and outdoor
activities for students;
Xem xét, dé xudt cho GP Diéu Hanh viéc té chirc cdc hoat déng ngoai khda, dé ngoai cho hoc sinh;
e Beresponsible for proposing and supervising, or delegating, effective school trip to support student
learning;
Chiju trdch nhiém dé xudt va gidm sdt, hodc phdn céng, cdc chuyén di thuc té hiéu qué nhdm hé
tro viéc hoc tdp cua hoc sinh;

e  Assume responsibility for adherence to all MOET/ DOET expectations, in conjunction with the
Secondary Assistant Head Teacher (Academic);

Chiu trdch nhiém dém bdo tudn thi tét cé cdc yéu cdu cua Bé/ S& Gido duc, phéi hop cting Phé Hiéu
tréng Trung hoc phu trdch Hoc thudt;

e Take responsibility for and coordinate all activities related to teaching and training in the
Elementary school;

Chiu trdch nhiém va diéu phéi toan bé hoat déng lién quan dén gidng day va ddo tao cua khéi Tiéu
hoc;

e  Participate in the recruitment and professional development of teachers. Provide guidance on
professional work to teachers, develop training plans, and conduct training to enhance the
professional competence of teachers and staff;

Tham gia tuyén dung va béi dudng Gido vién mdi; Hudéng dén cbng tdc chuyén mén tdi gido vién,
lGp ké hoach béi duwédng, tép hudn ndng cao nghiép vu chuyén mén cho cdc gido vién, nhén vién;

e Implement solutions to improve the quality of care and education for Elementary school students
and take responsibility for ensuring absolute safety for children during their time at school;

Trién khai cdc gidi phdp nhdm néng cao chét lwong chdm séc, gido duc hoc sinh khéi Tiéu hoc va
chiu trdch nhiém vé viéc ddm bdo an toan tuyét déi cho tré trong thoi gian tré & trwdng;

e  Build close relationships among the School - Teachers - Parents - Students; Plan coordination with
parents to achieve the goal of caring for the education of Elementary school students;

X8y dwng méi quan hé chdt ché giita Nha trudng — Gido vién — Phu huynh - Hoc sinh; Lép ké hoach
phéi hop vdi Phu huynh dé thuc hién muc tiéu chdm séc gido duc hoc sinh Tiéu hoc;

e Acton behalf of the Managing Director in managing and resolving tasks within the assigned scope;
Thay mdt GB Biéu hanh, gidi quyét cdc céng viéc trong pham vi duoc giao phd;

e Supervise system of staff probation and formal appraisal of Elementary Teachers, Teaching
Assistants, Student Assistants;

Gidm sdt qud trinh thi viéc va ddnh gid chinh thire déi vdi Gido vién Tiéu hoc, Tro gidng va Nhén
vién hé tro hoc sinh;

e  Perform other tasks assigned by the Managing Director.

Thue hién cdc céng viéc khdc do GP Diéu hanh phdn céng.

Requirements/ Yéu céu:

Education/ Trinh dé:
e  Bachelor's or Master's degree in Elementary Education and a certificate in Education

Béing Bai hoc hodc cao hoc chuyén nganh Gido duc Tiéu hoc va chirng chi vé Quén ly Gido duc
e  Proficiency in English communication

C6 khé nédng giao tiép tiéng Anh
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xperience/ Kinh nghiém:
At least 3 years of experience as Deputy Head of School or Head of School in Elementary schools
with a student population of 500 or more
Cé it nhét 03 ndm kinh nghiém trong céng tdc qudn ly tai vi tri Phé Hiéu Trudng hodc Hiéu Trudng
tai cdc Truong Tiéu hoc cé quy mé tir 500 hoc sinh tré 1én
Recent and current familiar with MOET/ DOET protocol and requirement
Hiéu ré va cp nhdt thudng xuyén cdc quy trinh va yéu cdu hién hanh cia Bé/ S& Gido duc
kills/ Ky ndng:
Leadership skills/ Kha ndng lénh dao
Negotiation and persuasion skills/ Ky ndng dam phdn, thuyét phuc
People management/ Ky ndng qudn ly con ngudi
Work management/ Ky ndng quan ly céng viéc
Problem-solving skills/ Ky ndng gidi quyét vin dé
Proficient in Microsoft Office/ Thanh thao tin hoc védn phong

Personality/ Tinh cdch:

Pedagogical qualities (passionate about education, love for children, and growth mindset)/ Phdm
chdt sw pham (tdm huyét vdi gido duc, yéu tré, cdu tién)
Diligent and meticulous/ Cén than, ky luéng

Hardworking and able to handle work pressure/ Chdm chi, chju duoc dp luc céng viéc

Others/ Cdc yéu céu khdc:

Understanding of school operations/ Hiéu biét vé van hanh truong hoc
Knowledge of current regulations related to Education and Education Management./ Hiéu biét vé
cdc quy dinh hién hanh lién quan dén Gido duc va Qudn ly Gido duc

Job Holder’s Signature: Date:
Chir ky Nhén vién: Ngay:
Direct Manager’s Signature: Date:
Chi¥ ky Quadn ly truec tiép: Ngay:
HR Director’s Signature: Date:
Chit ky Quadn ly HCNS: Ngay:
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