
Secondary Principal Position Description

Working under the direction of the Academic Head of School the Secondary School Principal is
responsible for the leadership of our 6-12 secondary school consisting of approximately 200
students. This involves overseeing the operation of the school in accordance with the mission
and goals of the school. The Secondary School Principal is a member of the KPIS Leadership
Team.

Required Qualifications:

A Master’s Degree in Secondary Education Administration
A minimum of five years teaching at the secondary level
Outstanding interpersonal and communication skills
Excellent Academic/Instructional Leadership skills
Committed to creating a positive climate for staff and students
A collaborative team player
Strong IT skills

Preferred Qualifications:

Experience working in an international school
Experience working as a school leader/administrator
Experience with Standards Based Grading
Empathy and understanding in working in another culture
Willingness to learn Thai culture
A good sense of humor
Willingness to make a 3 year commitment

Job responsibilities:

INSTRUCTIONAL AND CURRICULAR LEADERSHIP
Facilitates the delivery of the school’s curriculum, working directly with faculty to ensure that
teachers know, understand, and teach the approved curriculum
Monitors, evaluates and reviews the assessment strategies used in conjunction with the
curriculum to ensure that all teachers know, understand and use the school’s assessment
guidelines. Particularly the MAPS program
Contributes to and participates in the development of a school-wide strategic plan and yearly
education goals.

HUMAN RESOURCES AND STAFF DEVELOPMENT
Collaborates with the Academic Head of School and Associate Director on the recruitment and
retention of school faculty and staff
Oversees the professional development of divisional faculty and staff
Serves as a parent/community liaison



Designs and implements in conjunction with the other school administrators the staff orientation
program

STUDENTS
Screens all Secondary School student candidates for admission in support of the Admissions
Officer and makes recommendations for admission based upon a review of appropriate records
and reports
Develops policies that promote student achievement
Oversees student assessment using the MAPS program and other assessments and the
reporting of assessments to parents
Works with students, teachers, parents, and counselors to address student behavior
Works with students, teachers, parents, and counselors to plan for college and prepare
readiness

OTHER ADMINISTRATIVE RESPONSIBILITIES
Serves on the KPIS Leadership Team
Serves on various standing and ad hoc committees at the school level
Liaises and maintains a productive, on-going dialog with parents
Facilitates parent-teacher meetings and meets with parent representatives and volunteers as
required

ADDITIONAL RESPONSIBILITIES
Assists in the development of an annual school operating budget
Oversees resource ordering, monitoring and budget control for the Secondary School division
Organizes meetings, committees, social events
Extra-curricular activities (Camps, field trips, clubs..)
Attendance (tracks student attendance and deals with issues as they arise)
Student supervision, discipline, and counseling
Implementation of school and board policies
Establishment of procedures for the efficient and effective day-to-day operation of the school
Ensuring the health and safety of students and staff

KPIS International School is dedicated to providing a high-quality international education to our
students in a safe and nurturing environment. As part of our commitment to child protection and
safeguarding, all candidates for employment must provide a self-disclosure, including criminal
background check, physical examination report, complete work history, and references
indicating that the candidate is fit to work with children.

Compensation: Depending on qualifications and experience

Length of probationary period: 120 days

Direct supervisor: Head of School



Direct reports: Secondary School Teachers

PDPA Notice: All information collected during recruitment for this position is used for the
purposes of evaluating a candidate’s suitability for the position. All personally-identifiable and
sensitive information is handled in accordance with the Thailand Personal Data Protection Act
B.E. 2562.

TIMELINE AND PROCESS FOR SELECTION OF PRINCIPAL OF SECONDARY SCHOOL :

1. Advertising posted until March 15, 2024
2. Applications due by Friday March 15, 2024

Must include:
*An application letter that addresses the position description.
*An up to date CV/Resume.
*A statement of your leadership philosophy.
*A list of references who can be contacted including your present supervisor.


