
JOB DESCRIPTION

WORLD LANGUAGES DEPARTMENT CHAIR
NORTH QUINCY HIGH SCHOOL

REPORTS TO:

Principal of North Quincy High School

QUALIFICATIONS:

1. Master’s degree required

2. Minimum of three years teaching experience at high school level preferred.

3. Minimum of 45 semester hours (including undergraduate and graduate) in world languages;
Massachusetts Teacher License in one or more of the high school world languages.

4. Has or is willing to obtain a Massachusetts License as a Supervisor/Director or
Principal/Assistant Principal.

5. Demonstrated ability in directive and supportive leadership.

6. Demonstrated ability to manage, supervise, mentor and evaluate department staff; ability to
work successfully as a member of the school leadership team.

7. Ability to maintain and model high expectations for the quality of instruction and student
work.

8. Understanding of administration, curriculum, instruction, supervision, evaluation and
organization consistent with Quincy Public Schools.

9. Ability to set and model clear, positive expectations for communication and engagement with
students and families.

10. Working knowledge of appropriate inclusive practices to address students' cultural
and social emotional needs. 

11. Knowledge of restorative justice principles and practices and culturally responsive lesson
design.

12. Such alternatives to the above qualifications as the Superintendent of Schools may find
appropriate.

RESPONSIBILITIES:

1. Manage, mentor, support and lead departmental staff.



2. Lead departmental meetings with appropriate tools and resources (i.e., agendas, data,
student work, goal setting and action steps, notes and summaries for building
administration and collection of frequent and focused feedback from the department)

3. Develop department budget, prepare orders, receive deliveries, maintain inventory of print
and digital resources, supplies, tests, and curriculum materials.

4. Utilize the MA Curriculum Frameworks and ACTFL proficiency guidelines and standards
to design lessons, units and performance assessments.

5. Assist the Director of Curriculum in the articulation of the curriculum between the middle
school and high school levels. 

6. Supervise the preview, selection, and use of new learning materials and supplies.

7. Supervise and evaluate teachers and make recommendations to the principal regarding
department personnel.

8. Assist in screening, hiring, and assigning of department personnel.

9. Assist in the formulation and implementation of building-level and system-level procedures
and policies for supervision, evaluation, instruction and assessment; deal with disciplinary and
attendance matters.

10. Assist in building schedules; coordinate efforts of department staff for optimum learning
environment.

11. Assist in the preparation, schedule and coordination of high stakes content-based testing
(i.e., MCAS, NAEP, AP exams)

12. Conduct needs assessment as appropriate; develop plans for department improvement.

13. Maintain relevant and up-to-date curriculum and instructional procedures.

14. Meet with students, parents or guardians regularly; communicate and model clear, positive
expectations for engagement with students and families related to learning, growth and
achievement.

15. Serve on the Principal’s High School Leadership Team and any other teams designated by
your school or district administration requiring instructional leaders.

16. Promote interdisciplinary learning and initiate collaboration across the departments to provide
interconnectedness among the disciplines.

17. Conduct staff development programs; assist with planning for release afternoons.

18. Cooperate in the assignment, supervision, and evaluation of student teachers.



19. Plan, coordinate and present the World Language Honor Society event and the presentation
of the national language exam awards.

20. Accept responsibility for any other duties or assignments from the Principal, the Assistant
Superintendent, or the Superintendent of Schools.

TERMS OF EMPLOYMENT
The salary, benefits, and work-year for this position are according to the Collective Bargaining
Agreement for Unit A of the Quincy Education Association.


