
IGCSE and IB Diploma Coordinator

As a values driven school, Green Shoots International School has three domains of teacher
commitments where we expect our staff to make a significant contribution to the ethos of the
school. We have used our Core Values to organise and focus on specific attributes we are
looking for in staff.

A Commitment to Learning A Commitment to
Community

A Commitment to
Professionalism

● Value the prior
knowledge and
learning of each
student and use that
as a starting point for
new learning

● Use a variety of
instructional
strategies, resources
and technology to
fully engage and
enhance learning
opportunities.

● Acknowledge the
privacy and
uniqueness of all
members of our
Green Shoots
community

● Manage behaviour
effectively to ensure a
safe and respectful
culture

● Provide timely and
helpful feedback to
students and parents

● Plan the effective use
of colleagues’ time for
whom you are
responsible

● Approach each
interaction with an
open mind and a
willingness to find a
resolution.

● Provide an
environment where

● Promote the values
and practices of
Green Shoots and the

● Strive to be current
with professional



students can manage
their own learning

● Strive to engage and
motivate all students
in their learning and
intellectual curiosity

wider ideals of
international
citizenship

knowledge and
practice

● Actively embrace the
spirit and process of
teacher
self-improvement

● Share and encourage
good learning
practices with
students and
colleagues

● With colleagues,
whenever possible,
plan for conceptual
learning that goes
beyond traditional
subject boundaries.

● Actively seek support
when needed and give
support when asked

● Work collaboratively
with colleagues and
the wider community
of parents

● Maintain punctuality
for all teaching and
supervisory
responsibilities

● In actions,
appearance and
language, model
admirable, Green
Shoots traits to
students and
community

● Set and communicate
appropriate learning
targets to students
that link with their
prior knowledge and
experience

● Accept a range of
responses from
students as evidence
of learning

● Differentiate both
teaching and
expectations to the
needs of the learners

● Create and maintain a
safe and supportive
environment for all

● Consistently model
and inspire
sustainable practices
within the school,
community and the
world

● Be present and
actively engaged in all
professional duties

● Make a positive
contribution to the
wider life and ethos of
the school

● Make use of data to
measure your
effectiveness as a
teacher and mentor

Our School
Green Shoots International School was established in 2011 and since then has developed a
reputation for quality, creativity, and care. We are a Council of British International Schools
(COBIS) and Council of International Schools (CIS) member school.

At Green Shoots we prioritise the needs of the whole child, bringing into our educational
journey a strong focus on sustainable learning and mindful practice to help children grow



into happy, strong and generous adults able to contribute to their world.

We follow the National Curriculum of England in our Primary Years, Key Stages 1 and 2
(integrated through IPC units of work). At Key Stage 3, we introduce the Cambridge
International Lower Secondary programme in English, Maths, Science, Design and
Technology, Physical Education and Global Perspectives, preparing our learners for a
transition to the Cambridge IGCSE programme in Year 10 & 11. We are a candidate school for
the IB Diploma programme with first teaching planned for August 2024. Our students are
currently aged 2 to 16 years of age.

We hold member status with the Council of British International Schools (COBIS) and are a
member of the Council of International Schools (CIS).

Our Learners

Green Shoots students are passionate, independent, lifelong learners who strive for personal
best and are responsible global citizens. Ours is an inspirational learning community that
fosters happy, mindful and creative thinkers committed to the sustainable development of our
world.



Our Staff

All foreign teachers employed by Green Shoots hold at least a Bachelor's degree in Education or
a postgraduate teaching qualification. Many also hold higher education degrees or teaching
specializations. Administrative and support staff hold academic or professional qualifications
suitable for the position they undertake on the school’s behalf.

Those who opt to join our community do so with an extremely strong sense of dedication and
commitment to the school’s long-term growth. Every teacher works hard to ensure that learners
receive a quality education during their time with us, and all staff members contribute to the
school’s vision and mission towards a sustainable future for everyone.

Ours is a welcoming community with a united vision of the school’s future. To be part of this
community, new staff members need to be:

● Self-starters able to work with a high degree of autonomy
● Flexible, adaptable and collaborative
● Inspiring, in and out of the classroom
● Passionate communicators
● Internationally-minded, accepting of differences, and empathetic.
● Committed to the whole-school practice of mindful and sustainable education

If you believe you fit this profile, Green Shoots can offer you the opportunity to:

● Play a role in shaping a growing, dynamic and visionary school
● Be part of a dedicated team of professionals fostering students’ love of learning
● Join a fun and happy community of learners, educators, and families
● Engage in professional and personal development opportunities
● Inspire the next generation of responsible, active global citizens!

The Position

This is an exciting opportunity to coordinate and lead the Cambridge IGCSE and International
Baccalaureate Diploma programmes at GSIS. This position will come with a 40% time allowance
and a 60% teaching load in Whole School Music and Drama, Cambridge Lower Secondary and
IGCSE Global Perspectives, Mathematics or Science.

Qualifications and Experience

Required Desired

● A Bachelor's and/or Masters
Degree in Education or
Post-Graduate Diploma in
Education, and/or a valid
teaching certification or

● Experience leading an IB
authorization process

● Experience running Cambridge
IGCSE examinations and
submission of coursework for
moderation



registration.
● A minimum of 3 years

qualified teaching
experience, preferably in an
international school setting

● Alignment with the Green
Shoots International School
Teacher Commitments

● Experience with Cambridge International
and IB Diploma teaching (preferably in a
coordinator role)

● A willingness to contribute to the vibrant
school life through the delivery of
extracurricular activities.

● An ability to lead teacher
professional development in the
Cambridge and IB programmes

● Experience with the Managebac
system

Position Responsibilities

IGCSE and IB Diploma Coordinator

The IGCSE and IB Diploma Programme (DP) Coordinator is a key leadership position at Green
Shoots International School and is responsible for the coordination, running and development of
the IGCSE and IB Diploma programmes in Year 10 through 13. The DP Coordinator is the direct
point of contact with the IBO in matters pertaining to the Diploma Programme. The IGCSE and IB
DP Coordinator is a member of the Senior Leadership Team (SLT).

As IGCSE and IB DP Coordinator, you are responsible for:

● Assisting the Head of School in the leadership and management of the Secondary
School, with a specific focus on Year 10 to 13.

● Assisting the Head of School in ensuring that the Cambridge IGCSE programme and IB
Diploma Programme is implemented and developed in line with the requirements of the
Cambridge International Examination expectations and IB Standards & Practices, the
General Regulations for the Diploma Programme, and other IB-mandated guiding
documentation.

● Leading the admission process for students entering the IGCSE and IB Diploma
programmes

● Ensuring that accurate student records are maintained through ManageBac.
● Ensuring that teachers are kept up to date with the latest news, curriculum guides and

other guiding documentation from Cambridge and the  IB.
● Organising the mock and final examinations and the orals, taking overall responsibility for

the running of the examinations, the safe-keeping of examination materials and the
dispatch of all papers and examination documents to the IB through the required
channels.

● Ensuring a focus on student learning and best practice in teaching, and on achieving the



aims as outlined in the School Mission and Vision.
● Liaising with the Head of School to develop an annual IGCSE & IB Diploma budget.
● Liaising with the Head of School to develop, follow, and update an IGCSE and DP Action

Plan as a guide to the ongoing development of the programmes.
● Act as Cambridge IGCSE Examinations Officer.
● Act as Site Based Coordinator for IB Diploma Pamoja Online courses
● Act as IB DP Extended Essay Coordinator.

General Administration

As IGCSE and IB Diploma Coordinator, you are responsible for:

● Establishing a clear timeline of events from Year 10-13, which leads students, teachers
and parents into and through the Diploma Programme.

● Overseeing curriculum review and facilitating curriculum development and
documentation.

● Developing and using assessment results to inform curriculum review and development.
● Supporting teachers in the development of assessment tools in line with the school’s

assessment policy.
● Ensuring that Year 10 to 13 have a well-organized curriculum that is articulated with and

builds on the Cambridge Lower Secondary programme, ensuring that there is
concurrency of learning between classes in the same subject and level.

● Supporting and advising teaching staff regarding the administration of the programmes
and ensuring that all moderation and final mark requirements are met by the stipulated
deadlines.

● Administering the DP Extended Essay (EE) ensuring that teachers and students are
properly informed about the requirements, guidelines and assessment criteria.

● Overseeing the administration of the DP CAS programme, through the CAS Coordinator.

Pedagogical Leadership
The IGCSE and IB DP Coordinator is the pedagogical leader of the Year 10 to 13 programme of
study, responsible for ensuring that teaching and learning are in line with Cambridge and IB
expectations, internationally recognized standards, and research-based best practice.

As IGCSE and IB DP Coordinator you are responsible for:

● Ensuring that teaching and learning promotes the Cambridge Learner Attributes, IB
Learner Profile, and the values of the IB Mission Statement.

● Mentoring teachers and modeling good inquiry practice in the classrooms.
● Ensuring that teaching and learning enable students to develop lifelong learning skills

and to be well-prepared for the appropriate Cambridge and IB DP examinations.
● Ensuring that the planning and teaching of Approaches to Learning Skills build on skills

from Year 10 and 11 and develop them further throughout Year 12 and 13.
● Overseeing the teaching of IB DP Theory of Knowledge (TOK) and its embedding into

teaching and learning throughout the programme
● Facilitating, promoting, and leading collaborative planning.

Professional Development

As IGCSE and IB DP Coordinator you are responsible for:



● Chairing regular IGCSE and IB Diploma Programme team meetings at various levels
across the school.

● Delivering and helping develop IGCSE and IBDP information workshops for all staff.
● Identifying IGCSE and IBDP professional development needs and opportunities on and

off campus.
● Providing orientation sessions for all new staff, as necessary.
● Assessing the professional development needs of Cambridge IGCSE and IB Diploma

Programme teachers and coordinating their participation in appropriate workshops.

Communication
The IGCSE and IB DP Coordinator acts as spokesperson for the Year 10 to 13 programme,
ensuring that it has a clear voice and presence within the community at large.
As IGCSE and IB DP Coordinator you are responsible for

● Engaging with all stakeholders (students, teachers, parents) in working to support year
10 to 13 students.

● Preparing documentation for authorization/accreditation as and when required.
● Acting as the liaison between the school and Cambridge International  and  the IB.
● Providing outreach to the wider Cambridge International and IB DP community through

online discussion forums, e-mail and school visits.
● Establishing and maintaining links with other Cambridge International and IB DP schools

in the region.
● Providing content for school blogs, newsletters, webpages and other publications.
● Preparing an annual report for the administration following each assessment session.
● Ensuring that examination transcripts/Diplomas/Certificates are distributed to

candidates upon receipt from Cambridge and the IB.

Student Support
As IGCSE and IB DP Coordinator you are responsible for:

● Ensuring that candidates meet programme and examination requirements and fulfill
Cambridge INternational IGCSE and IB Diploma regulations.

● Supporting academically at-risk students through regular communication between home
and school.

● Working with the Whole School Student Success team (SST) to ensure that teachers are
aware of students specific learning needs, and ensuring that these needs are being met
through the use of appropriate teaching and learning strategies throughout year 10 to 13.

● Applying to Cambridge International and the IB for special assessment conditions for
those students who would benefit from such accommodations.

● Providing information to students and parents on the most appropriate pathways from
year 11 into the IB DP, as well as Green Shoots graduation requirements.

Subject Teacher

● Building positive relationships and promoting the holistic development and
well-being of students

● Delivery of the National Curriculum for England (Early Years- Year 5), Cambridge
Lower Secondary and Cambridge IGCSE programmes as applicable

● Developing engaging schemes of work, helping to build opportunities for



ensuring progression, active learning and assessment for learning
● Planning, participating in and contributing to staff professional development
● Communicating effectively with students and parents
● Attending and supporting school special events outside of regular school hours

Salary and Benefits

Salary is based upon Green Shoots’ salary scale for international teachers and
leadership positions. All benefits below are provided to both in-country and overseas
hires.

● Arrival allowance and settling-in allowance (if hired from overseas or from outside the
Danang / Hoi An area)

● Annual flight allowance to home on record for teachers.
● International Health coverage for teachers with provision for families available at the

school’s discounted rates.
● Monthly Housing allowance paid with salary
● Professional Development opportunities through CIS, COBIS and other international

providers such as EARCOS as well as in-house PD
● Provision of work permit and residency documentation (TRC) for teachers, with provision

for family members available at cost.
● Tuition fees at Green Shoots for up to 2 children and 30% fee discount for

subsequent children and on-campus Staff Child Care for staff children from age
2-5

● Daily staff snack and lunch provided
● Paid annual, maternity/paternity, sickness, and family emergency leave
● Employer’s contribution to all expatriate government mandated Social Insurance,

as required by law.

How to Apply

A Letter of interest should be sent to jobs@greenshoots.edu.vn as early as possible until the
position is filled. Please include:

● A current CV
● A Cover Letter explaining your alignment with the Green Shoots International School

Teacher Commitments
● Contact details (phone and email) for three professional referees (including  your current

supervisor and Head of School)

Only short-listed applicants will be contacted to interview.

Short listed candidates will be required to complete the school’s application form prior to the
second round of interview

Interviews will take place in person or online through Google Meets.

mailto:jobs@greenshoots.edu.vn


Applications will be reviewed and processed upon submission. Due to the number of
applications received, only short-listed applicants will be contacted to interview.

Green Shoots selects its staff based on their qualifications, references, and suitability for the job
at hand. We actively welcome diversity and do not discriminate by race, gender, sexual
orientation, religion, family status or any other factor that is not directly relevant to a candidate’s
ability to successfully carry out his or her job.

Please note that Green Shoots uses safe recruitment practices for the purposes of child
protection – we verify the identity, credentials, and work and criminal histories of all
prospective employees.


