
 

 

 
 
 
 
 
 
 

JOB DESCRIPTION FOR  
Syndicate Leader 

 
Position: Syndicate Leader 
Employer: Pegasus Bay School Board of Trustees 
Directly Responsible to: Principal 
Employment terms: As per Primary Teachers CA 
Tenure: Permanent 
Allowances: Two permanent management units 

 
We are committed to making the learning journey clear for everyone - this includes 
teachers, students and their whānau. Everyone needs to have a voice and understand 
the learning, progress and achievement. As Syndicate Leader, it is your responsibility to 
lead your team and to make the learning journey clear and ensure it is consistent with 
what is being shared across the school.  
 
Syndicate Team Leader key tasks: 
• Provide effective professional leadership to promote quality teaching and learning 

across the whole Syndicate (two Learning Communities); 
• Ensure that parents feel welcome, supported and regularly informed; 
• Set the bar for planning and assessment in your Syndicate; 
• Oversee the planning and administration requirements of the Syndicate; 
• Teach collaboratively across the Syndicate; 
• Plan and run regular Syndicate Meetings, including meeting notes on Google Doc 

shared with School Leadership Team (SLT); 
• Actively participate as a member of the SLT; 
• Support our teachers to provide evidence and analysis of data to improve learning 

outcomes for all students; 
• Oversee and support the teacher aides working in the Syndicate in liaison with our 

Learning Support Coordinator (LSC); 
• Provide up to date and dynamic professional learning for teachers that fits within the 

overall aims and direction of the school; 
• Ensure that there is an organised system for the recognition of students’ achievements, 

e.g. weekly class certificates, pat on the back, hot chocolates etc. This needs to be 
documented to ensure equity of recognition for students; 

• Be a competent in the use of technology as tool for sharing the learning journey with 
whānau (e.g. Seesaw, Hero) 

• Work alongside and support the Innovative Practice teachers to develop and 
implement an innovative vision for IT use across the Syndicate; 

• Other tasks as negotiated which are relevant to your Syndicate. 
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Our values: 
Our school values and active learning dispositions have been developed over time and 
are central to everything that we do here. 
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Leadership I am Capable Model: 
Aim: Building and leading a community of staff and learners  
Elements of leadership – Based on MOE ‘Leading from the middle’ & ‘Kiwi Leadership for Principals’ 

ü Improve learner outcome 
ü Create conditions for effective teaching and learning 
ü Develop and maintain schools as learning organisations 
ü Make connections and build networks within and beyond schools  
ü Develop others as leaders. 

 Mega 
Capabilities 

Specific 
Capabilities  

Behavioural Indicators – Assessment.  
1. I am able to do this and have evidence  
2. I am able to do this but don’t yet have evidence 
3. I am developing my ability to do this 

1 Personal and 
professional 
capability 

ü Displays 
cultural 
competence 
 
 

Treat people with respect. Include and value different cultural perspectives in several contexts. 
Understand the difference in customs, practices and beliefs across other cultures and engage 
appropriately. 
Take responsibility and manage my own behaviours using a range of personal and interpersonal skills 
in diverse cultural contexts.    

ü Communicates 
effectively in 
writing  
 

Use different styles and types of written language appropriately to convey information  
Apply appropriate tone, and writing style to meet audience needs. 
Read and understand written text and figures. 

ü Communicates 
effectively 
verbally 

• Use verbal language appropriately for a range of purposes and audience needs.  
• Convey thoughts and ideas effectively using oral communication skills. Use different styles and types 

of verbal language to convey information. Apply appropriate language and tone to meet diverse 
audiences.  
Discuss current issues, service and ideas. Respond to questions about work applying appropriate 
language and tone. 

ü Displays 
effective 
interpersonal 
behaviour 

Listen actively to different points of view from the wider school community. Interpret and evaluate 
ideas and information before making decisions. 
Interact with other people using appropriate facial expressions, body language and hand gestures. 
Discuss difficult issues with colleagues. Work collaboratively to reach a suitable agreement. Adjust my 
thinking. Resolve conflict. 
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ü Reflects on 
performance & 
applies 
personal 
learning   
 

Examine my personality, values, beliefs, needs and emotions. Consider how my personality impacts 
on my performance and how others perceive me. 
Evaluate my performance. Reflect on performance feedback from several sources. Explore how I 
could improve my performance and implement changes. 
Identify and pursue learning opportunities to change and increase my skills, knowledge and 
performance. 

ü Displays work 
life balance 

Enjoy a healthy, balanced lifestyle. Manage work activities according to priorities. Engage in personal 
recreation or leisure activity. 
Keep work in perspective.  Demonstrate a sense of humour that is appropriate for the workplace. 

2. Leadership 
capability 

Displays 
leadership and 
leads change 
  

 

Communicate a vision and build strong learning communities based on respect and trust. Make 
collaborative decisions on challenging issues. Explain decisions to guide change, and delegate the 
course of action for change. 
Develop and support emerging leaders and recognise different styles of leadership. 
Motivate, influence and co-create through listening, communicating and establishing expectations. 
Lead with a strong moral purpose, self-belief and ability to learn. Valuing other people’s efforts.  
Challenge and resolve inappropriate or unproductive behaviour in a polite, respectful manner.  Use 
formal systems and processes when appropriate.  
Manage and appraise teachers and encourage them to take on leadership roles. 
Employ crisis management strategies quickly to address major incidents in the school, or local 
community that directly affect the wellbeing of students, staff and school visitors. 

Solves Problems 
 

Identify the difference between problems, symptoms and underlying causes of a problem. 
See the “big picture” and relate the problem to the wider school vision and values.  
Actively seek new ways of thinking about problems. Clearly state personal views of the problem, with 
reason, and without restraining other views. Collaborate to identify different solutions, interventions or 
actions to address problems. 
Anticipate obstacles and how they could be overcome.  Reframe problems as opportunities and 
learn from them. 

Thinks Critically  
 

Identify and take up opportunities that enhance educational process and practise for staff and 
learners. Expose and overcome obstacles in achieving the wider school vision and values. 
Analyse, synthesise and evaluate information drawn from research and professional best practice.  
Act on conclusions.  

Inspires others 
 

Encourage and motivate others through communicating purpose, meaning and passion. Inspire 
others to seek opportunities, invest effort and take calculated risks. 
Lead staff development. Demonstrate an awareness of the school’s capacity for change and can 
address resistance to change. Monitor the impact of change and make adjustments when needed. 
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Leads national 
curriculum 
delivery 

Lead curriculum planning, development and review that is responsive to learner, staff and community 
needs. 
Work collaboratively with school BOT to establish strategic direction and determine school priorities. 

3 Management 
capability 

Organises and 
manages 
effectively  

Manage relationships and people, manage dilemmas and conflict and oversee staff workloads.  
Manage policy and operational matters/systems and direct finance and property  
Plan, prioritise, structure my time, attend to detail, manage decision-making and implement change.  

Works in teams, 
 

Engage team members through building trust, collaboration, and defining measures of success. Build 
relationships and networks to achieve schools aims and objectives.   
Work collaboratively to plan and complete projects tasks by agreed deadlines.  

Works 
independently 
 

Self-start and organise myself to meet agreed deadlines. Initiate, organise, research and prioritise 
tasks without supervision. 
Adapt quickly to new and changing situations.  Operate outside my ‘comfort zone’. 
Receive and act on instructions and advice from the BOT, MOE, NZQA, PPTA and Principals 
Association 

Demonstrates 
resilience 

Maintain my wellness. Apply personal strategies to respond to pressure of time, workload, conflict and 
work-life balance.  
Persevere through challenges and mistakes.  Learn constructively from mistakes and challenges. 
Constantly re-evaluate and establish the best course of action. 
Maintain optimism, perseverance and flexibility in uncertain, risky or complex situations.  Reduce 
personal and team stress, conflict, and negative impacts. 

4 Acting 
responsibly 

Acts responsibly 
 

Anticipate and respond proactively to all members of the school and wider school community  
Keep promises and honour commitments to all members of the school and wider school community. 
Accept the consequences and responsibility for what I do and say. Avoid making excuses for actions. 
Avoid blaming others when things go wrong. 

Practises health 
and safety  

 

Follow prescribed checklists to ensure workplace safety maintained. Identify potential safety risks and 
alert appropriate staff, BOT and MOE.    
Comply with all current health & safety procedures.  Take preventive measures to avoid mistakes and 
alleviate risk.  
Reduce risk to personal health and safety through demonstrating awareness of different situations 
and contexts. 

Practises ethically,  
 

Make honest, effective and fair decisions through applying ethical principles and shared values.  
Identify and adopt appropriate codes of practice to maintain high standards in my profession and 
workplace. Show fairness when working with others to ‘do the right thing’.   
Maintain the confidentiality of formal and informal communication between myself, staff, learners, 
parents, caregivers, BOT and the wider school community and associated networks. 
Demonstrate a range of tikanga Māori (i.e. protocols, customs and values). 
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Displays bi-cultural 
proficiency in NZ 
context 

Incorporate Māori perspectives environmental, social and legislative decision-making processes in 
the workplace. 
Demonstrate an understanding of individual and collective responsibilities in relation to the principles 
of the Treaty of Waitangi, particularly with regard to mana whenua.   

5 Future 
focused   

Demonstrates 
digital proficiency 

 

Choose and apply digital technology, tools and software to complete work-based tasks. 
Access, produce, edit and upload information using digital technologies. 
Apply social media technologies to present appropriately your business and professional capability. 
Apply measurement and calculation to provide accurate information and analysis. 

Practises 
sustainably 

Measure sustainability initiatives in the school setting to determine impacts 
Advocate for change to achieve school sustainability objectives  
Model sustainable practice in the school setting for learners, staff, parent and wider school 
community  

Enterprising Visualise a new opportunity to make a significant difference to something or someone. Identify what 
is required to start this initiative.   
Bring my energy, tenacity, initiative and desire to succeed in a project or task with other people. 
Achieve bold new outcomes with BOT, staff and learners. Be enterprising and resourceful in 
curriculum delivery, learning design and learning space construction. 
Focus on meeting the needs of specific groups through undertaking important projects. Work 
collaboratively with stakeholders to achieve bold and creative outcomes.   

 


