
Head of Elementary Job Description 

. 
 
Title: Head of Elementary 
Department: Administration  
Reports to: Head of School 
Status: Exempt (salary)  
Duration: 12 month full-time​
 
General Summary 

The Head of Elementary serves as the educational and administrative leader for 
Grades 1–5, responsible for the students, faculty, programs, and day-to-day 
operations of the elementary division. As a member of the Senior Management 
Team and Educational Leadership Team, this role works closely with the Head of 
School and other divisional leaders to advance the International School of 
Portland’s mission, core values, and vision through the philosophy of the 
International Baccalaureate (IB) Primary Years Programme (PYP). The Head of 
Elementary helps shape the strategic direction of the elementary program while 
ensuring alignment with IB standards and practices and the school’s overall goals. 

In this role, the Head of Elementary models the attributes of the IB Learner Profile 
and fosters a positive, inclusive school culture. They strive to foster the joy of 
learning and a sense of belonging for every child, keeping students’ well-being and 
growth at the center of decision-making. The Head of Elementary works with 
students, parents, and teachers to support equity, and justice, continually 
developing their own cultural competence and encouraging intercultural 
understanding across the school community. The position supervises elementary 
faculty and staff (Grades 1–5), ensuring high standards in curriculum delivery, 
teaching practice, and student support. In all areas, the Head of Elementary 
provides collaborative leadership to maintain an engaging, safe, and high-quality 
learning environment in which every student can thrive. 
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Core Responsibilities 

Teaching and Learning 

●​ Lead the implementation, evaluation, and continuous improvement of the IB 
Primary Years Programme (PYP) in Grades 1–5. 

●​ Ensure curriculum alignment, instructional quality, and effective assessment 
practices in collaboration with the Teacher Leadership and Educational 
Leadership Teams (TLT & ELT). 

●​ Collaborate with the ELT to implement, oversee, review, and refine ISP 
policies (e.g. language and assessment) to ensure consistency with IB 
standards. 

●​ Use data, observation, and reflection to support student growth and 
instructional excellence. 

Faculty Leadership & Supervision 

●​ Supervise and support an administrative assistant, all elementary faculty, 
and assigned staff, fostering a collaborative, high-performing professional 
culture. 

●​ Observe, coach, and evaluate teachers using the school’s evaluation 
framework. 

●​ Support hiring, onboarding, professional learning, and retention of faculty. 
●​ Serve as the primary supervisor for day-to-day faculty needs, ensuring 

compliance with school policies and employment practices. 

Student Support & Wellbeing 

●​ Oversees Grades 1–5 student support structures in collaboration with the 
Student Support Team and classroom teachers. 

●​ Partner with the Student Support Team, teachers, and families to meet the 
academic, social, and emotional needs of students. 

●​ Promote a safe, inclusive, and developmentally responsive learning 
environment. 

●​ Serve as the escalation point for significant or persistent behavior issues in 
Grades 1–5. 

●​ Ensure compliance with attendance, health, safety, and mandatory reporting 
requirements. 



Head of Elementary Job Description 

 

Community Engagement & Communication 

●​ Serve as the primary liaison for elementary families, maintaining clear, 
timely, and compassionate communication. 

●​ Represent the elementary program at school events and community 
activities. 

●​ Collaborate with Admissions to support enrollment and student transitions. 
●​ Communicate the mission, values, and strengths of ISP to internal and 

external audiences. 

Operations & School Leadership 

●​ Oversee daily operations of the elementary division, including schedules, 
class lists, and calendars. 

●​ Contribute to budgeting and resource planning for the elementary program. 
●​ Ensure divisional compliance with school policies, accreditation standards, 

and Oregon regulations. 
●​ Assume broader leadership responsibilities as needed in support of the 

Head of School. 

Knowledge, Skills, and Dispositions 

●​ Strong commitment to the mission, values, and philosophy of IB education. 
●​ Proven ability to lead, support, and evaluate a diverse faculty team. 
●​ Deep understanding of elementary child development and inquiry-based 

learning. 
●​ Excellent communication, organizational, and problem-solving skills. 
●​ Cultural competence and commitment to equity, inclusion, and educational 

justice. 
●​ Approaches challenges with curiosity, accountability, and a focus on 

constructive solutions. 
●​ Comfort with educational technology and data systems. 
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Qualifications 

Required Qualification 

●​ Master’s degree in Education, Educational Leadership, or a related field. 
●​ Experience in educational leadership or school administration. 
●​ Fluency in written and spoken English. 
●​ Experience leading within a diverse school community. 

Preferred Qualifications 

●​ Administrator license or equivalent. 
●​ Experience as a Head of Elementary, Division Head, or similar role. 
●​ IB PYP and/or language immersion experience. 
●​ Bilingual or multilingual (Spanish, Japanese, Chinese, or another language). 

We encourage candidates with diverse backgrounds who meet the core 
requirements to apply, even if they have taken non-traditional paths to gaining 
their expertise. 

Working Conditions 

The Head of Elementary is a demanding full-time leadership position that may 
require work hours beyond the traditional school day, including occasional 
evenings or weekends for special events. The position involves regular movement  
across our multi-building and hilly campus, occasional lifting, and sustained use of 
technology.  
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