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Fairview International School

Sep 2010 – present



Johor Bahru



Primary Years Programme Coordinator

I am responsible for pedagogical leadership and the oversight of the Primary Years curriculum, assessment and reporting in all key learning areas from Crèche to Grade 6.

I report to the Head of School and is expected to be actively involved in:

· Developing curriculum statements and practice consistent with the requirements of IB PYP

· Establishing communication with staff and in relation to curriculum content, documentation and teaching methods

· Leading the pedagogical implementation at the campus through working with staff and students in the classroom

The dimensions of my role:

Documentation

· Ensure copies of the IBO publications are available to all staff members

· Establish and maintain a record of completed planners

· To develop and publish the programme of inquiry

· Lead the process of developing the school’s Scope and Sequence documents

· Ensure that the essential agreements are formulated for assessment

· Participate in the formation of the school’s strategic development plan

Professional Development
· Ensure the staff members are made aware of the PYP professional development opportunities

· Make recommendations regarding internal and external training opportunities

· Maintain a record of workshops, school visits and PYP Network Meetings attended by the staff in order to achieve equality of opportunities and identify ongoing needs

· Assist teams and individuals in developing good primary education practices and the units of inquiry

Resource Management

· Make recommendations for the purchase of suitable resources to support the implementation of PYP

· Establish an inventory of resources to facilitate efficient management

· Identify local people and resources that can be used to support the programme

Communication

· Set up systems for communication and collaboration among all members of staff involved in implementing the programme

· Ensure bi-weekly dissemination of information to parents via newsletters and  updates on the programme

· Conduct parent information sessions

· Publish articles pertaining to the programme in the school newsletter and as separate curriculum articles

· Circulate relevant information from the IBO

· Prepare and submit any documentation required for authorization and evaluation

· Ensure that all requirements and procedures set by the IBO concerning the programme are adhered to

· Respond to requests for information (eg questionnaires) from the IBO

· Extend contact with the wider community of learners through such means at the PYP Network Committee Newsletter, email contact with colleagues and school visits

Main Responsibilities

These are my major responsibilities as the PYP Coordinator:
· To meet regularly with the Head/s of school

· To work collaboratively with the PYP coordinators from other campuses or schools

· To lead, support and guide the heads of learning

· To liaise with library staff regarding resources and participation in programmes

· To support and guide staff with planning, development and evaluation of their teaching

· To develop and manage the assessment and reporting process and practive from planning to distribution

· To develop policies together with the Academic Committee that are consistent with the school’s strategic directions

· To develop local and global relationships with schools and educators

· To organize and chair curriculum based information sessions for a variety of audiences including staff, students and parents

· To coordinate the production of scope and sequence charts for all learning areas

· To develop and publish units of inquiry and establish trans-disciplinary connections

· To plan and lead the professional development programme in conjunction with the Academic committee

· To prepare curriculum documents for distribution to staff and parents

· To participate in the staff appraisal process with the head of school

· To monitor, maintain and budget for learning are resources

· To link and communicate developments in primary and middle years curriculum

· To conduct an ongoing evaluation of the programmes and teaching practice

· To ensure that the programme and process are effectively documented

· To ensure the curriculum material is ready for authorization and evaluation by IB and the School Board and Authorities

Fairview International School

Jan 2008 – Aug 2010


Johor Bahru

School Coordinator
Administration
· Ensure smooth running of the school

· Assist with identifying and recruiting potential teachers by doing the first interview

· Prepare teacher and student’s timetable on a termly basis

· Coordinate events of the school with the events in the main campus

Public Relations

· To attend to enquiries form potential families who are interested in knowing more about the school and its curriculum

· Meet with current families to address questions and complaints

Curriculum Management

· Ensure that all teachers have a copy of the curriculum plan, scheme of work and lesson plans for all the subjects

· Help set up systems for communication with the entire professional staff to ensure cooperation in implementing the program of the school

· Checks that lessons delivered are in accordance to the scheme of work given

· Provide individual teacher support.

Academics
· Teach Mathematics to Year 7 students, IGCSE Accounting and GCE Statistics to Year 10 students
· Ensure that the subject’s objectives are met on a daily basis and in accordance with the scheme of work given by the school
· Prepare Year 7 stuents for the end of term exams and Year 10 students for the IGCSE / GCE “O” Level examinations
Professional Development
· Ensure that staff members and teachers are made aware of professional development opportunities in and outside of the school
· Ensure that all teachers are present during trainings and continuous professional development in the main campus
Finance

· Ensure that all school fee collections and other related collections are in order and deposited on a  weekly or bi-weekly basis

· Ensure that reports are submitted to the headquarters on a weekly basis
Fairview International School

May 2006 – Dec 2007


Songkhla, Thailand
Liaison Officer

Administration
· Ensure smooth running of the school

· Prepare teacher and student’s timetable on a termly basis

· Coordinate events of the school with the events in the main campus

Public Relations

· To attend to enquiries form potential families who are interested in knowing more about the school and its curriculum

· Meet with current families to address questions and complaints

Curriculum Management

· Ensure that all teachers have a copy of the curriculum plan, scheme of work and lesson plans for all the subjects

· Help set up systems for communication with the entire professional staff to ensure cooperation in implementing the program of the school

· Provide individual teacher support.

Academics
· Teach Mathematics to Year 4 and Year 7 students, taught English and Mathematics for Reception and Year 1 students
· Ensure that the subject’s objectives are met on a daily basis and in accordance with the scheme of work given by the school
· Prepare Year 4 and Year 7 students for the end of term exams 
Professional Development
· Ensure that staff members and teachers are made aware of professional development opportunities in and outside of the school
· Ensure that all teachers are present during trainings and continuous professional development in the main campus
Finance

· Ensure that all school fee collections and other related collections are in order and deposited on a  weekly or bi-weekly basis

· Ensure that reports are submitted to the headquarters on a weekly basis
Easy Way Language Centre


Apr 2004 – Mar 2006


Songkhla, Thailand
Head Teacher/ Tutor
A full detail of my duties and responsibilities can be generated if 

requested.

Curriculum Management

· Ensure that all teachers have a copy of the English curriculum plan

· Help set up systems for communication with the entire professional staff to ensure cooperation in implementing the program of the school

· Provide individual teacher support

· Collects and checks teachers’ lesson plans on a weekly basis
Academics
· Teach English to Kindergarten and Primary school level students
· Ensure that the subject’s objectives are met on a daily basis in accordance with the curriculum plan given at the beginning of the school year
· Ensure that students learn English in a fun and exciting manner
Anubahn Songkhla School


Apr 2004 – Mar 2006


Songkhla, Thailand
English Teacher- Primary School

A full detail of my duties and responsibilities can be generated if 

requested.

Pholwittaya Bilingual School


Apr 2003 – Mar 2004


Hatyai, Songkhla, Thailand
Grade 3 Homeroom Teacher

A full detail of my duties and responsibilities can be generated if 

requested.

Kittivit School




Apr 2001 – Mar 2003


Hatyai, Songkhla, Thailand
English Teacher- Primary School

A full detail of my duties and responsibilities can be generated if 

requested.

SDA English Language Center

Jul 2001 – Jun 2002


Hatyai, Songkhla, Thailand
Part-time English Teacher
A full detail of my duties and responsibilities can be generated if 

requested.

HOME Tutorials, Inc.



Aug 2000 – April 2001


Cebu City, Philippines
Executive Secretary

A full detail of my duties and responsibilities can be generated if 

requested.

Cambridge International Diploma for Teachers and Trainers

University of Cambridge



2009 – 2011

Cambridge, UK

Bachelor of Science in Accountancy

University of San Carlos



1996 - 2000

Cebu City, Philippines

Secondary School

LIDE Learning Center, Inc.



1992 – 1996

Isabel, Leyte, Philippines

Primary School

LIDE Learning Center, De LaSalle


1989 – 1992

Isabel, Leyte, Philippines


Couples for Christ

Member





2008 – present

Red Cross Youth

Member





1996 – 2000


Computer Skills 
Microsoft Office (Excel, Word, Powerpoint and publisher)

Online navigation

First Aid
Basic Life Support Training (1999)

Basic First Aid (2012)


The PYP Written Curriculum (Category 2)

Venue:  Bangkok Pattana School, Bangkok, Thailand
Organised by:  IB Regional Office for Asia Pacific

Workshop leader:  James Forsythe, IB Educator

Date:  21st to 23rd September 2012

Gifted and Talented Education

Venue:  Fairview International School, Kuala Lumpur

Facilitated by:  Dr. David Rose

Date:  6th – 7th December 2011

PYP The Role of the Coordinator (Category 3)

Venue:  Renaissance College, Hongkong

Organised by:  IB Regional Office for Asia Pacific

Workshop Leader/s:  Tania Lattanzio and Joshua Blue, IB Educators

Date:  15th to 17th October 2011

Primary Years Programme In-School workshop

Teaching and Learning

Venue:  Fairview International School Penang

Organised by:  IB Regional Office for Asia Pacific

Workshop Leader:  Richel Langit Dursin, IB Educator

Date:  10th to 11th September 2011

Online Professional Development Workshops

Pedagogical Leadership in the PYP

Venue:  Fairview International School Johor Bahru

Organised by:  IB Regional Office for Asia Pacific

Facilitator:  Paul Schkade

Date:  22nd June 2011

Primary Years Programme In-School workshop

Making the PYP Happen

Venue:  Fairview International School, Johor Bahru

Organised by:  IB Regional Office for Asia Pacific

Workshop Leader: Diana van Mersbergen

Date:  30th – 31st May 2011

New Paradigm & Uncertain Frontiers

Creating the Fairview Powerhouse

Venue:  Fairview International School, Kuala Lumpur

Trainer:  Roger Konopasek

Date:  5th – 7th June 2009
Change Leadership to Promote Teaching and Learning
Venue:  Malaysian Institute of Management, Kuala Lumpur

Facilitated by:  Prof. Lynne Hunt

Date:  12th – 13th April 2008

Bringing Out the Best in our Students:  Positive Strategies 

Used by Great Teachers

Venue:  United Knowledge, Singapore

Conducted by:  Dr. Joel Muro, PhD

Date:  8th – 9th February 2007


Mrs. Cynthia Chian

Global Director

Fairview International School

Tel: (60) 19 312 5555

Email:  cynkoh@fairview.edu.my

Prof. Gopinathan Ramankutty

Academic Director

Fairview International School

Tel: (60) 3 4142 0888

Email:  gopi@fairview.edu.my

Dr. Michael Chian
MYP Programme Director

Fairview International School

Tel: (60) 3 4142 0888

Email:  chianmichael@fairview.edu.my
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