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UPPER SCHOOL MATH DEPARTMENT CHAIR & TEACHER  

JOB DESCRIPTION 
 

 

Department:  Upper School 

Supervisor:  Upper School Principal 

Status:  Full-Time 

 
POSITION OVERVIEW: 

Ursuline Academy is seeking an experienced educator to serve as the Mathematics Department 
Chair beginning in the 2022-23 school year. The Mathematics Department Chair will work 
closely with the Middle and Upper School Principals and other Department Chairs to think 
strategically about the needs of Ursuline Academy’s overall academic program.   

The Department Chair will be responsible for supporting faculty, overseeing curriculum for 
grades 6-12, and guiding collaborative work on innovation in teaching and learning that builds on 
the strength of the department and the program. In addition, the Department Chair will teach 
five sections of mathematics. The course load encompasses all levels of mathematics, including a 
variety of sections from Algebra I to Calculus.  

The ideal candidate should demonstrate a commitment to the Catholic values of our school and 
educational philosophy that is aligned with Ursuline Academy’s Portrait of a Graduate.  

Founded in 1893, Ursuline Academy is an independent, Catholic, college preparatory school 
serving over 400 students per year across three divisions: Lower School, Middle School, and 
Upper School. Ursuline Academy is co-ed through fifth grade, and serves girls only in grades six 
through twelve. Part of a worldwide network of more than 105 schools, Ursuline Academy has 
been guided by the values and mission of the Ursuline Sisters. Committed to our mission of 
Serviam or “I will serve,” Ursuline has been a leader in education since 1893. 
 

SPECIFIC DUTIES: 

Academic Leadership 

 Coordinates the activities of an academic department. 
 Serves as liaison between Principal and faculty. 
 Guides conversations about teaching and learning in the Mathematics Department to 

ensure rigor and innovation are pursued and good practices are followed. 
 Leads annual (or more frequent) reviews of the curriculum in the department to ensure 

vertical continuity and appropriateness of the content, skills, and assessment. 
 Attends local, regional, or national conferences in the discipline and/or creates the 

opportunity for others to do so.  Creates opportunities to share what was learned with 



 
the department. Seeks out new ideas and initiatives and introduces them to the 
department.  

 Fosters a partnership with students, parents, and colleagues. 
 Reviews/recommends department textbooks and instructional materials for 

incorporation into the curriculum. 
 Oversees technology integration into the departmental instruction with support from the 

IT Department. 
 Makes curriculum recommendations to the Principal and the Academic Council and 

coordinates curricular adjustments based on approved recommendations. 
 Monitors student progress within the department. 
 Works closely with and coaches the teachers in the Academic Department. 

 

Administrative 

 Serves as a member of the Academic Council and other committees as assigned by the 
Principal and advocates for the department while supporting the school's broader 
mission. 

 Supports a culture of healthy and open discussion about school issues while also showing 
active support for the school’s decisions. 

 Assists in the effective teaching organization through cooperative development of 
department goals, objectives, and careful choice of scope/sequence consistent with the 
school’s vision. 

 Works closely with the business office on check requests, money, and purchase orders. 
 Prepares the department budget in conjunction with the Principal and Director of 

Finance.  
 Assists in hiring, training, evaluating, and supporting the faculty members in the 

department.   
 
Teaching 

 Meets and instructs assigned classes in the locations and at times designated by the 
teacher schedule distributed by the Principal. 

 Inspires students through enthusiasm for course content and student growth. 
 Prepares for assigned classes by creating robust lesson plans aligned with the course 

curriculum.  
 Provides a detailed course syllabus. 
 Develops and maintains a safe and inviting classroom environment conducive to learning 
 Aligns instruction to a standards-based unit plan/scope & sequence. 
 Demonstrates proficiency through careful lesson planning and content expertise. 
 Utilizes various assessment tools to evaluate student learning, including formative and 

summative assessment. 
 Achieves a balance between instructional and assessment time that prioritizes authentic 

learning. 
 Continually assesses curriculum and teaching to ensure inclusiveness for ability, race, 

ethnicity, and socio-economic sensitivity. 
 Reviews assessment data at the departmental level to identify concepts and/or students 

of concern. 
 Demonstrates knowledge of students’ strengths, challenges, and learning styles. 

 

 

 



 

QUALIFICATIONS: 

 Bachelor’s degree in Mathematics or related field; Master’s Degree preferred; 
Certification strongly preferred. 

 3-5 years of experience at the high school or college level, including some leadership 

experience.  Budget management experience is preferred. 

 Demonstrated leadership and team development skills and ability to promote positive 
morale.   

 Demonstrated understanding of educational technology integration in the classroom. 
 Demonstrated understanding of effective teaching strategies for different learning styles 

and aptitudes.  
 Strong interpersonal and communication skills, including presentation, listening, and 

observational skills.  
 Excellent organizational, prioritization, and time management skills, including planning 

and managing projects.  
 Strong analytical, problem-solving, and decision-making skills. 
 Ability to work effectively with students, teachers, parents, volunteers, and school 

administration from diverse backgrounds.  
 Ability to work independently as well as collaboratively in a team environment.  
 Passion for bettering the academic lives of students.  
 Desire to seek professional development activities related to the latest instructional 

strategies, student growth, and best pedagogical practices.  
 Willingness to be an active, enthusiastic member of the Ursuline community. 
 Ability to maintain confidentiality at all times regarding the Ursuline community. 

 

PHYSICAL DEMANDS: 

Work is primarily performed in an indoor environment. The position requires frequent walking, 

standing, sitting, reaching, and lifting up to 10 pounds. Specific vision ability required, including 

close, distance, peripheral vision, and ability to adjust focus. Reasonable accommodation may be 

made to enable individuals with disabilities to perform essential functions. 

WORK ENVIRONMENT: 

The noise level in the work environment is moderate to high. The employee may be exposed to 

moving equipment, toxic fumes, chemicals, and infectious diseases. While performing the duties 

of this job, the employee occasionally works in outside weather conditions exposed to extreme 

cold and or extreme heat. 

TO APPLY:   

Interested candidates must submit the following materials by April 30, 2022:  

 Current resume  

 List of three references with name, phone number, and email address (references will not 
be contacted until mutual interest is established and only with the candidate’s 
permission)  

Please send all application materials under one cover to: uaemployment@ursuline.org. Include 
“Math Department Chair & Teacher” in the email's subject line.  
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