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	JOB DESCRIPTION


	JOB TITLE
	MYP  School Services Regional Manager

	JOB HOLDER
	

	REPORTS TO (JOB TITLE)
	Regional Head of School Services


	JOB PURPOSE

Summary, in one or two sentences, of the unique contribution this job makes to the Organization’s purpose.

The MYP regional manager oversees the compliance with, and implementation of, MYP global guidelines in the region, identifying opportunities for growth, anticipating implementation challenges and risks, and taking corrective action in the region. The activities require planning and collaboration with regional professional development, and programme development managers.  The role is directly responsible for the management of application, authorization and programme evaluation processes. 

In order to achieve the projected 2020 growth, this position will require an ongoing expansion and increase of outsourced activities, delivering continuous training and development of IB volunteers/educators, ensuring high service satisfaction from schools and compliance with programme requirements, through the implementation of globally developed quality assurance tools.



	DIMENSIONS

Summarize any numerical facts and figures that are relevant to the scale and degree of activity of the job such as Financial data (e.g. sales/revenue budgets), People data (e.g. staff managed), other relevant statistics (e.g. value of contracts managed, payroll costs):

In IBA, there are:

459
MYP authorized schools

258
MYP candidate schools

156
MYP interested schools

60-70
Approx new applications a year

60-70
Approx authorization visits a year

60-70
Approx programme evaluation visits a year

60
Approx consultation visits a year

These represent USD 2M in application fees and USD4.5 M in annual fees. Professional development in the MYP represented approximately 45% of attendance in regional and contracted workshops in 2008.



	ORGANIZATIONAL STRUCTURE

Add the organization chart or an update of the job chart locating this job in the structure, or describe the reporting lines.
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	CONTEXT

This briefly sets out the necessary background to understand how the job fits into the organization and how it relates to other functions or jobs in the IB.

Reporting to the Regional Head of School Services, this role has a close working relationship with the PYP and DP Programme Managers, school leadership, IB academic development and finance. The manager must also ensure collaboration regarding global, inter-organizational development through committee participation and cross-regional events, as well as representation for other interested entities or forums. Within the regional office, the MYP manager line manages the Associate MYP School Services Manager. 



	ACCOUNTABILITIES

A list of statements identifying the principal outputs required of the job, which integrate to achieve the purpose of the job.
	KEY PERFORMANCE INDICATORS

The outputs that this job must achieve, that correlate with the accountabilities.

	1. Oversee the application, authorization and evaluation of MYP programmes throughout the region.


	Systems are in place to manage each step of the different processes. 

Qualified and trained volunteers/educators are appointed for each part of the process.

Meaningful feedback is given to schools at appropriate and convened times. 

Authorization and withdrawal decisions are consistent with global guidelines and corrective action is taken if organizational policies are not adhered to.

	2. Support and guide schools on programme implementation issues at all stages and on authorization and evaluation processes, as per guidelines from Global.

	Schools’ programme implementation meets requirements and expectations.
Schools have a regional main point of contact for all their support needs.


	3. Evaluate programme implementation in the region to take corrective action and recommend solutions. 


	Schools are well informed on steps required for development and improvement. 

Information systems within the regional office are up to date with information about schools’ implementation of the programme. 

	4. Manage the report writing process and monitor follow up. 

	Reports follow agreed structure and timeline.
Schools show satisfaction with reports, with minimal complaints.
Matters to be addressed are clearly communicated and schools address matters within given timeframe.



	5. Ensure IB volunteers/educators are trained in line with global guidelines, working closely with the volunteer department.  

	There are sufficient IB volunteers/educators trained efficiently and effectively to handle consultation assignments and visits of all MYP schools in the region. 

	6. Provide programme support guidance to IB volunteers/educators before and during IB school services assignments.

	IB volunteers/educators are given a regional contact.
Information and support is relevant and up to date.

	7. Monitor and recommend improvements to the quality of consultation, authorization and evaluation visits, adhering to global requirements.


	Strategic school visits are carried out as defined by global rules. 
Reports following these quality assurance visits provide meaningful information to make informed decisions.

	8. Contribute to programme development and ensure programme practices/requirements are consistently applied across the region.

	Schools’ queries and implementation difficulties are documented.

Global School Services, Professional Development and Academic departments are informed.

Relevant meetings are attended.
Programme developments are communicated within the regional office.
Programme implementation in region shows adherence to global guidelines.


	9. Work with other departments (finance, regional development, professional development and volunteer department) to inform them of all MYP projects, initiatives, etc. 


	Finance has reliable data to develop budgets and forecasts.

Other departments are aware of MYP developments.

Professional Development is aware of MYP training needs. 

Volunteer department is aware of MYP needs.




	DECISION-MAKING
A summary description of the main decisions that the jobholder will have to make in carrying out the accountabilities of this job (most important decision first).

1. Advising schools on programme implementation and interface between programmes
2. Planning and evaluating programme growth and development in the region and across regions
3. Final decisions regarding school applications, authorizations, evaluations and withdrawals.
4. Training and coaching volunteers/educators and validating their skills 
5. Budget responsibility for the programme in the region


	KNOWLEDGE, SKILLS AND EXPERIENCE
What skills, qualifications and experience are NECESSARY for full and effective performance (most important first)?

1. A degree, preferably post graduate, in a relevant discipline. 
2. Several years teaching experience, preferably as a MYP teacher and/or coordinator.
3. Knowledge of Americas region, its schools and educational systems. Specific knowledge of Latin America a plus.
4. Familiarity with MYP school authorization and evaluation processes. 

5. Excellent organizational and interpersonal skills in various contexts
6. Ability to design processes and systems in a way that is efficient and effective.

7. Good IT literacy with all standard software and web based tools 

8. Fully bilingual English/French or English/Spanish 
9. Resilient and capable of working under pressure and responding to changing priorities and deadlines. 
10. Freedom to travel throughout the region, including weekends.



	BEHAVIOURS

The behaviours that must be demonstrated in the job. (Use behaviours document.)

 

	Communication 
level 

Organizational commitment 
level 

Teamwork and cooperation
level 

Driving to improve
level 

Providing quality service
level 

Planning and organizing
level 

Decision making
level 

Strategic thinking 
level 

Developing self and others
level
	3
2
3
3
3
3
2
3
2

	Job holder (signature + date)

	     

	Line Manager (signature + date)
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