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Job profiles of the NPS Headteacher and the Assistant Headteacher (May 2014) 
 
 
In addition of the everyday management and the administration of primary school, the headteacher and assistant 
headteacher of NPS are also in charge of achieving academic and didactical excellence in this section of the 
school. Their most important goal is to improve the quality of education in primary school, mainly by means of 
achieving a higher academic and didactical level of classroom teaching. In other words: They have to help the 
primary school teachers to improve their classroom performance. To this end, they have to work together closely 
with both the head of department humanities and the head of department science. The persons to hold the 
positions of headteacher and assistant headteacher are chosen solely based on their academic qualification, their 
zeal and their enthusiasm to work for the benefit of the school. They are chosen by merit. Tribe, age, personal 
ties or any other factor are not supposed to play any role whatsoever, which is also the case for all the other 
school officers. 
 
 
Specific tasks: 
 

1) To have a meeting with all the primary school teachers on a weekly basis, in which all the issues stated 
below can be discussed in the team, and to preside over that meeting. To make it very clear, there has to 
be a scheduled meeting once a week, and there is no need to announce it every time. ALL the primary 
school teachers have to attend it, and if any teacher misses the meeting, they shall be reported to the 
principal or the director. 

2) In collaboration with the principal and the vice principal, to organize a GENERAL teacher meeting 
attended by all the NPS teachers every second week. Again, this is to be a scheduled meeting every 
second week on a regular basis, and there is no need to announce it every time. ALL the school teachers 
from primary AND secondary school have to attend it, and if any teacher misses the meeting, they shall 
be reported to the principal or the director. 

3) To go round the classes from time to time in order to supervise the teachers, to make sure they are 
present in the classrooms at all times and to assess their teaching performance in the classroom. They 
shall also observe the teaching techniques implemented and the use of the blackboard and other 
teaching aids. If they discover any mistakes or if there is something the teacher can do better, they shall 
note this in their notebook they keep for these observations. They can then later call the teacher 
concerned and discuss these points with him privately, or they can bring them up during the weekly 
teacher meeting so that all the teachers can learn from this. 

4) In collaboration with the principal and the vice principal, to organize and lead the weekly teacher 
lessons (teacher refresher course) in the assembly hall, which are compulsory for all primary AND 
secondary school teachers without exception. For this purpose, a day and a time have to be fixed. These 
teacher lessons have to take at least one hour each. Again, any teacher missing these teacher refresher 
courses is to be reported to the principal. 

5) Concerning teaching techniques, to 
a. stop entirely the chorus system in ALL the classes, once and for all times! 
b. stop completely every form of corporal punishment in the classrooms. Again for clarification: 

None of the teachers is allowed to physically punish any of the pupils in their classroom, 
kneeling down and similar punishments included! 

c. encourage an open discussion culture in the classes: Teachers shall listen to the pupils 
carefully and allow an open discussion among the pupils and also between the teacher and the 
pupils, as opposed to be the only one talking all the time. The aim is to encourage the pupils to 
think by themselves, to approach problems creatively and to learn how to use sound arguments 
during a discussion. In short, they shall learn to understand how things work, instead of just 
memorizing the answers. In order to achieve that, the teachers shall allow their students to take 
their time with their answer, so that they can come up with their own, maybe unconventional 
solutions, instead of telling them everything from the start. 

d. find other new and creative teaching techniques and to help the teachers to implement them. 
6) To help the other primary school teachers prepare and mark the continuous assessment tests and the end 

of term examinations, as well as to control the computation of the overall grades and the writing of the 
report sheets in primary school. They also have to sign all the report sheets in primary school. 

7) To create, together with the primary school class teachers and subject teachers concerned, a very 
detailed syllabus for Hausa, English, Mathematics, and Primary Science in primary 1 to 6, in which the 
aims for each week are described. In primary 1 and 2, this has already been done for Hausa and for 
English, so these documents can be used as templates, but they may also have to be updated. The aim of 
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doing this is to have a comprehensive syllabus for this four subjects in every class for the teachers to 
use, which will also make it easier if there is a change of teachers. Put together, the syllabi will form a 
comprehensive educational plan for each subject, spanning all six years of primary school. The 
headteacher and the assistant headteacher have to be able to overview this plan and to explain it to 
anybody who might ask 

8) In collaboration with the principal and the vice principal, to draft the school timetable at the beginning 
of every academic session. If there is any change such as additional subjects or teachers, the timetable 
has to be reorganized immediately. These changes have to be made inside the normal timetable 
framework without changing the number of subjects for each class. 

9) In collaboration with the principal and the vice principal, to organize the school clubs, to appoint the 
club chairpersons and to supervise them. 

10) At the end of each academic session, to appoint the „Best Teacher of NPS“ award in primary school, 
based on their own assessment of the classroom performance of each teacher and the teacher 
questionnaires filled out by the pupils. 

11) To organize a big yearly „NPS Primary Section Spelling Competition“ in the assembly hall, which shall 
take place in the middle of the second term. Parents, villagers and invited guests can attend, and the 
winners will be awarded with special prices. 

12) In collaboration with the principal and the vice principal, to organize and supervise any special projects 
such as the „satellite project“, for example, which concern the whole school (all the teachers in both 
primary and secondary school and all the pupils and students). 

13) In collaboration with the principal and the vice principal, to solve certain specific problems concerning 
academic and didactical issues, such as improving the level of written and spoken English in the school, 
in which case the solution may include 

a. prohibiting the use of vernacular in the class rooms and in the school compound. 
b. special lessons for weaker students by the best English teachers. 
c. senior students tutoring their younger ones, etc. 

14) To improve the skills of the didactically and academically weaker teachers in primary school by 
a. helping them personally (in the class, by preparing the lesson notes with them, by practicing 

teaching techniques, but also by improving their skills in the subject itself, such as English, 
Mathematics, etc.). 

b. appointing one of the other teachers to help the teacher concerned (for example the teacher in 
the parallel class), thus creating an environment and school culture in which all the NPS 
teachers really act as a team, helping and supporting each other in all aspects of their job. 

15) To show teachers in primary school how to help the weaker students in their classes, for example: one 
on one teaching after school, organizing senior students to give private lessons in the library, joining 
weaker students of different classes and giving them tutoring on certain subjects, etc. They can also 
advise the teachers on how to separate the classes into faster and slower learners and how to approach 
the two groups differently. 

16) To evaluate the work and the classroom teaching of all the primary school teachers and to send a 
written report on each of the teachers to the director at the end of each term. Some of the aspects taken 
into account are the quality of classroom teaching, the efforts of the teachers to engage in activities to 
improve the skills of their pupils or students, and their willingness to improve their own abilities in 
academic and didactic terms. If there is any special incident, or on request by the director, the 
headteacher has to make a report on the work performance of any of the teachers at any given point in 
time during the school year. 

17) If the school needs to employ new or additional teachers in primary school, to prepare, conduct and 
mark tests on the important subjects such as English language and mathematics with the aspirants, and 
to assess them together with the principal or vice principal during an oral interview. The assignment is 
simply to evaluate if the candidate is academically fit to deliver the performance needed in the 
respective class in primary school. 

18) In collaboration with the principal and the vice principal, to organize, together with the class or the 
English teacher of the class concerned, the pen friend programs between the NPS students and Swiss 
students. 

19) In collaboration with the principal and the vice principal, to help organize the teacher workshops of 
Swiss teachers, and to support them throughout the exercise with all means available. 

20) To motivate the other teachers and to attend to their specific work-related or personal problems if there 
is a need for that. The headteacher and the assistant headteacher are in charge of all the primary school 
teachers, and they have to take good care of them. 
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General tasks: 
 

1) To advise and help the primary school teachers in all pedagogical and didactical questions and to 
support them with all the means necessary for them to improve their skills by 

a. buying books on the art of teaching, didactics, pedagogy, etc. 
b. inviting experts (other teachers, FCE lecturers, etc.) to come to NPS and give lectures and 

presentations on certain topics, for example during the teacher lessons. 
c. communicating online with Swiss teachers directly in order to get help with certain questions 

and receive teaching aids, work sheets, etc. 
2) To organize didactical and academic issues in a more intelligent and professional way: write down 

plans and syllabi, develop support programs for weaker teachers and students, articulate the objectives 
and the time frame in which they have to be met, try to achieve the set goals by applying different 
methods, learning in the process which ones work and which ones don’t, etc. 

3) To implement the set of teachers’ mottos of NPS on a daily basis: „show energy“, „continue to educate 
yourselves“, „we are professionals“, and „substance over form“. 

4) As a long-term goal, to create a sense of learning and self-improvement both in the teachers and the 
pupils of NPS, which, being self-reinforcing, will allow the school to achieve real academic excellence. 

5) To come up with their own ideas, contributions and suggestions to the principal and the director, 
constantly trying to improve the academic level of Najude Pioneer School. 

6) And finally, to always lead by example and to be a role model for all the other teachers both 
professionally and in character. 

 
 
During the first phase of Najude Pioneer School from 2000 to 2014, the aim of the school management was to 
build up the school and to make it grow steadily. Now, the final form of the school with complete primary and 
secondary sections has been reached. In terms of infrastructure, the school now has absolutely everything it 
needs, including a state-of-the-art laboratory, a computer lab and a solar array producing enough electricity for 
the whole school. The school has now entered a second phase in its development. In this second phase, the main 
aim and the biggest responsibility of the school management is to achieve a higher level of educational quality in 
all classes, both in primary and in secondary school. By doing this, Najude Pioneer School can leap from being 
merely a good school to being an excellent school, thereby really making a difference. 
 
In primary school, as stated above, it is the headteacher and the assistant headteacher who are in charge of 
making this happen. Concerning the specific tasks mentioned above, they can in some cases take care of them in 
person, while in other cases they can delegate the work and appoint one of the teachers to take care of a certain 
task, in which case they have to supervise this person. However, they ultimately remain fully responsible for 
each and every task stated above. They can share the work the way they want to between themselves, as the 
workload is too much for just one person to carry, and they are to work hand in hand as a well-functioning team. 
The goal which they have to meet is that in the near future, there will be a palpable improvement in the academic 
level of the primary school section of NPS. As stated above, the long-term goal is to create a self-reinforcing 
sense of learning and self-improvement both in the teachers and the pupils, thereby allowing the school to 
achieve real academic excellence. 
 
The headteacher and assistant headteacher are answering to the principal and to the director. Their performance 
will be continuously assessed by the principal, and, in addition, by their fellow teachers on a yearly basis via 
questionnaires. 
 
 
 
Signed 
Director of NPS 


