
    JOB DESCRIPTION 
     PRINCIPAL 2024 

BALLINCOLLIG COMMUNITY SCHOOL 

 

The Principal has overall responsibility under the authority of the Board of Management for the 
day to day management of the school as provided for in legisla:on/ circulars/Deeds of Trust and 
other relevant communica:ons. 

Statutory Requirements: 

The statutory func:ons of the Principal are set out in Sec:ons 22 and 23 of the Educa:on Act 
1998.   

The obliga:ons of the Principal in general terms are as follows, without prejudice to the 
generality of the func:ons of the Principal: 

• The Principal controls the internal organisa:on, management and discipline of the 
school, including the assignment of du:es to members of the teaching and non-teaching 
staff.  

• The Principal ensures that the Board of Management policies, procedures, guidelines 
and requirements are adhered to. 

• The Principal submits to the Board all such statements and reports affec:ng the conduct 
of the school as the Board requires.  

• The Principal is responsible for day to day financial administra:on and repor:ng and 
ensuring finances are maintained according to good governance, regula:ons and 
guidelines. 

• The Principal is required to be fully familiar with the Child Protec:on Guidelines and it is 
normal for the Principal to be the Designated Liaison Person (DLP). 

• The Principal has a range of statutory func:ons and obliga:ons as outlined in legisla:on. 
Such statutory func:ons are implied into the Contract of Employment. 

• In the Community and Comprehensive sector, the Principal shall carry out func:ons as 
outlined in the Deed of Trust/Ar:cles of Management.  



In conjunc:on with the key roles and responsibili:es outlined in the Educa:on Acts and in the 
Deed of Trust/Ar:cles of Management in the Community and Comprehensive sector, the 
following is an example of a job descrip:on for the role of Principal in a school.  
This job specifica:on may be amended and changed to meet the needs of a par:cular school.  

Key Role:  

Leading Learning & Teaching 

• Establish and promote high standards and expecta:ons for all students and staff for 
academic performance, engagement, learning, behaviour and social skills.  

• Effec:vely implement appropriate modern teaching and learning strategies to the benefit of 
student achievement and school performance.  

• Ac:vely promotes their own con:nuous professional development and that of staff and 
ensures that it is in line with the overall goals, plans and targets of the school.   

• Be responsible for the crea:on, together with the students, board, parents of students and 
the teachers, of a school environment which is suppor:ve of learning and high achievement 
among the students. 

• Con:nuously develop and priori:se, in conjunc:on with staff, a :metable, a curriculum, 
instruc:onal methodologies and school plans that best meet the needs of the en:re student 
popula:on and in accordance with Department of Educa:on and the relevant sector 
regula:ons and guidelines.  

• Ensure that the educa:on provided in the school is constantly supervised and evaluated. 
Ensure that strategies, measures, methodologies, improvement plans and targets are put in 
place to ensure best prac:se and standards of teaching and learning are being achieved. 

• Develop and provide appropriate learning and curricular programmes to meet the needs of 
all students in the school and ensure the diversity of the student popula:on is being catered 
for. 

Leading School Development  

• Put in place a comprehensive school development/Educa:on plans, following consulta:on 
with staff/BOM and parents/guardians and other relevant stakeholders.  

• Develop, implement, evaluate and update procedures and systems for the opera:on and 
func:oning of the school; ensuring compliance with legisla:on (Educa:on, Employment 
Law, Child Protec:on), Department and relevant sectoral regula:ons, philosophy and values. 

• Strategically develop the exper:se and capability of the staff in line with the School 
Development Plans, School Vision and Culture.  

• Establish structures in the school that facilitate (a) excellence in teaching and learning (b) 
which supports and cul:vates a community of learning (c) development of a management 
:er devoted to the key objec:ves of the school. 



• Implement the policies and decisions of the Board of Management, the Minister and 
Department of Educa:on in such a way as to enhance the school offering. 

• Set a system for constant re-evalua:on of the purpose, objec:ves and ac:vi:es of the 
school in line with School Self Evalua:on Guidelines from the Department of Educa:on 
Guidelines. 
 

Developing Leadership Capacity 

• Lead, mo:vate and manage the teaching and ancillary staff in the school to achieve 
excellence in their work; through the use of good industrial rela:ons, systems, planning and 
evalua:on, team work/support, organisa:on and communica:ons.  

• Set high standards of work and behaviour and to be ac:vely involved in proba:on, 
performance management and appraisal of staff through the agreed systems. 

• Ac:vely manage difficult employment issues, following agreed procedures, using 
appropriate ac:on, support and advice.  

• Ensure adherence to child protec:on, health, safety and welfare for students, staff and 
visitors.  

• Foster and maintain excellent professional working rela:onships with all staff in the school, 
ensuring effec:ve delega:on and support.  

• Establish strong organisa:on structures within the school with clearly defined roles and 
responsibility among the various categories of staff, in line with staff skills and talents.  

CommunicaNon     

• Set up excellent communica:on structures/policies and procedures with staff, students, 
parents/guardians,  Board of Management and all partners and stakeholders.  

• Set a standard and code for communica:ons in the school in terms of tone, response, 
methods and appropriateness.  

• Set up good communica:on structures to the wider community from the school and to 
ensure that the school has effec:ve and posi:ve public rela:ons. 

• Embrace modern methods of communica:on e.g. on line, bulle:n boards, Informa:on 
technology systems etc.   

Managing the OrganisaNon 

• Set an organisa:onal :metable/calendar for the school regarding administra:ve ma[ers 
such as Department returns.   

• Set an organisa:onal :metable/calendar for the school regarding Health and Safety drills, 
ac:ons, checks and safety statement reviews. 

• Control, manage and best use school/public funds and ensure all financial records are up to 
date and maintained according to good governance, regula:ons and guidelines. 



• Consult with the Deputy Principal/s and the senior management team on ma[ers related to 
the administra:on and management of the school as appropriate. 

• Act as Secretary to the School Board of Management, to assist and advise them on policy, 
professional, financial and administra:ve ma[ers. Understand the role and func:on of the 
Board of Management and to work in coopera:on and support of the Board of 
Management. 

• Establish effec:ve data management systems such as student records, teacher records, 
a[endance, purchasing procedures, and :metables. 

• Ensure the facili:es and assets of the school are maintained and managed to the highest 
standards. Put in place a calendar of maintenance to be conducted during the year and to 
ensure it is complied with. 

• Lead the school in ensuring that all administra:ve ma[ers are dealt with effec:vely and on 
:me.  

Self-Awareness and Self-Management  

• Set a good standard of professional interac:ons and to ensure excellent rela:onship 
boundaries are in place. 

• Be aware of own skill set and traits and to ensure to seek help and advice when required 
and to operate with an openness with the Board of Management. 

• Upholds professional integrity at all :mes for example discre:on, confiden:ality, loyalty and 
trust.  

• Seek to ac:vely improve on skill sets through ac:ve networking, CPD and good interac:ve 
working rela:onships.  

In a Community School, the Principal acts as Secretary to the Board of Management. 

Profile 

The successful candidate will: 

• be a leader, commi[ed to the highest standards of educa:on provision, administra:on and 
governance 

• have a passion for educa:on 
• have strong people management and organisa:on skills 
• be a visionary and have experience in delivering projects through team work 
• be community minded and conscious of the role the school plays in the local community 

Terms and condiNons of employment: As per the Department of EducaNon direcNves.  


