Opportunities
at KIS
KIS is seeking an educational
candidate who is flexible, positive, and
truly passionate about best practices
and learning.

Bangkok, Thailand

Interested candidates should send a
cover letter, CV and four references
to recruitment@kis.ac.th. Please
indicate the position you are
applying for on the Subject Line.

999/123-124 Pracha Uthit Road, Samsennok
Huay-Kwang, Bangkok 10310, Thailand

www.kis.ac.th

KIS International School

Title: DP Coordinator
Date of Employment: July 25, 2022 (2 Year Contract)
General Description
KIS International School is currently looking for an enthusiastic, qualified and experienced DP
Coordinator.
Requirements
●
Qualified / Licensed teacher
●
Prior DP teaching experience
●
Prior experience as DP Coordinator preferred
●
Collaborative team player with a positive growth mindset
Contact Information
If interested please email CV and photo to Paul Johnson, Head of School, KIS International School at
recruitment@kis.ac.th.
Positions will be removed when filled.
As an International CIS accredited IB world school we have aligned ourselves with the
recommendations of the International Task Force on Child Protection, we hold ourselves to a high
standard of effective recruiting practices with specific attention to child protection.

Job Description
The mission of KIS is to offer a challenging and dynamic international education that inspires and
supports students in developing the knowledge, skills, and characteristics to take responsible action for
the betterment of their local and global communities.
Our Vision, Mission, Core Values, and Strategic Plan commit the school and community to academic
excellence. We believe that through the programmes of the International Baccalaureate, our curriculum
scope and sequence, and the commitment to high standard instructional practices school, we provide the
tools for each student to attain this goal.
We expect our faculty to embrace the KIS and IBO philosophies and translate them through classroom
practices to create an environment conducive to inquiry and discovery. We see our faculty and staff as
learners, too, therefore the DP Coordinator’s job description is linked within a schoolwide system of
professional development that promotes the growth of our adult learners and supports the goals and
philosophies of the school.

DP Leadership
●
●
●
●
●
●
●
●
●
●

●
●
●

Actively support the KIS School Vision, Mission Statement and core values.
Be familiar with the KIS Child Protection Protocol and follow the KIS Code of Conduct.
Lead the IB DP authorization process.
Prepare and submit any documentation required for DP evaluation and other visits.
Assist in the development, implementation and evaluation of relevant KIS policies and
procedures.
Assist in the development and review of relevant KIS handbooks.
Circulate and keep the staff up to date with all relevant information received from the IBO.
Ensure that all requirements of the IBO concerning the implementation of the programme
are adhered to.
Respond to requests for information (for example, questionnaires) from the IBO and
provide a liaison between the school and the IBO.
Assist and advise regarding any questions or concerns regarding the DP programme by
observing, giving constructive feedback on planning, teaching and the delivery of the DP;
holding informal and formal meetings with the staff to ensure best practice.
Provide outreach to the wider DP community through MY IB discussion forums, e-mail
and school visits.
Promote the use of My IB within the school community.
Ensure that IB DP philosophy and practices are evident in the classrooms and throughout
the school.
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●
●
●
●
●
●
●
●

●

●
●
●
●
●

Keep up to date with new and relevant educational research developments.
Meet regularly with the Secondary Principal and Director for Teaching and Learning to
discuss programme implementation, developments and other aspects of the DP.
Ensure the Secondary Principal and Director for Teaching and Learning are informed of
all new information and happenings related to DP and the IBO.
Ensure KIS and IBO assessment practices are followed, and that assessment
documentation is up to date.
Oversee all areas of the DP programme; subject areas as well as the “Core”.
Oversee the development and implementation of the School DP Action Plan.
Assist in the monitoring of students’ academic progress.
Support students to meet appropriate academic goals.
Oversee student participation in the Pamoja programme, ensuring that expectations for
standards of work, work completion, and attendance are occurring in line with standard
KIS programs.
Oversee the and take responsibility for the organization and invigilation of formal and
mock IB assessments, organizing schedules for implementation, and booking facilities as
necessary to ensure official IB requirements are met.
Assist in the analysis of DP results – to inform internal and external PD as well as other
administrative decisions.
As directed by the Secondary School Principal, assist with counseling and administrative
tasks when DP results are issued in July.
Support the development of strong inquiry and research skills across the Diploma
Programme.
Support and encourage the integration of TOK across the curriculum.
Assist with the acquisition of resources that support the DP programme.

Communication
●
●
●

Consult and advise the Secondary Academic Leadership Team team regarding all
aspects of the DP programme.
Work with the Academic Leadership Team to ensure open communication and develop a
whole school team approach.
Set up systems for communication and collaboration among all staff members involved in
implementing the programme.

●
●
●
●
●
●
●
●
●

Act as a liaison between the departments within the school.
Make professional contacts other DP coordinators and the DP Coordinator’s network.
Correspond with the IBO Asia regional office and head office whenever necessary.
Be available to represent the school at off campus events as well as at on campus
interviews and meetings.
Keep parents informed of relevant IBDP information.
Conduct parent workshops and information sessions.
Assist students in selecting appropriate DP courses.
Assist and support students and parents when students may need to drop or switch DP
courses.
Participate in and assist with Student Support Team Meetings.

Professional Development
●
●
●
●
●
●
●
●

Make recommendations regarding IBDP professional development opportunities on and
off campus.
Keep the Director for Teaching and Learning informed and maintain the central record of
IBDP PD undertaken.
Ensure that all DP teachers understand and use the appropriate planning processes.
Assist teams or individuals in developing the execution and moderation of their Internal
Assessments.
Support the teachers responsible for, and the students involved in, the MYP/DP
transition.
Develop and provide new staff with an orientation programme relating to the DP
philosophy and teaching practices.
Provide all the relevant scope and sequence and curriculum documents and ensure that
the staff are familiar with their use.
Support and run weekly faculty meetings as necessary.

Documentation
●

Ensure that copies of IBO publications pertaining to the DP are available to all necessary
staff members.

●
●
●
●
●
●
●

Review and collect DP curriculum documents and establish and maintain records.
Develop and oversee the Diploma Programme’s Assessment Calendar to ensure
appropriate deadlines are set and met.
Lead the process of developing or reviewing the school’s Diploma curriculum documents.
Participate in the development of relevant committees to support the DP within the school.
Participate in the development and implementation of the school’s strategic development
plan.
Promote and maintain the integrity of the programme through school and community
publications and newsletters.
Assist with other academic related administrative tasks when required.

Other Responsibilities
●
●
●
●

Oversee the Extended Essay.
Teach Theory of Knowledge.
Work in collaboration with the CP Coordinator.
Assist the MYP Coordinator in supporting the inquiry and research components of the
MYP Personal Project.

The School
Throughout our history, a sense of
place and balance have been
hallmarks of the school. The
facilities, academic and
extracurricular programs, and
teachers have been instrumental in
nurturing the school as a warm,
friendly, and supporting environment
for not only students, but for our
community as well.
KIS was established in 1998 and
was one of the first PYP schools in
the world. We are proud to be one of
only three schools in Bangkok
offering a full continuum of IB
programs. We are currently a
candidate school for the
Career-related Program (CP).
With approximately 750 students and
a teacher to student ratio of less than
1:8, our students are known and
valued as individuals, creating a
strong sense of community.

Our campus is a welcoming and vibrant community
comprised of 25,000 square meters. Although the
school is near Bangkok’s city center, our location
enables unobstructed views and expansive
greenery. There are three pools, multiple
playgrounds, covered sports courts, indoor
air-conditioned sports hall, an open grassy field, a
zip line, maker spaces, music, art and dance
studios, an auditorium, theater and audibox, a
brand new diploma program lounge, state-of-the-art
technology labs, libraries, and much more.
KIS IB results are consistently strong in all
programs due to a challenging, well- balanced and
differentiated learning framework.

The Program
KIS Core Values are embodied in every aspect of school life and
how we live out our Mission and Values.

Vision

Core Values

Inspiring Individuals

We support students in pursuit of their goals
and in becoming lifelong learners and
inspiring individuals.

Mission
To offer a challenging and dynamic
international education that inspires
and supports students in developing
the knowledge, skills, and
characteristics to take responsible
action for the betterment of their
local and global communities.

●
●
●
●

Striving for Understanding
Nurturing Passion in Self and Others
Developing a Caring and Inclusive
Community
Taking Action Ethically

Accreditation

The school is licensed by the Thai Ministry
of Education and is an active member of the
International Schools Association of
Thailand (ISAT). We are a member of
AISAA (Asian International School Athletics
Association) and participate in a range of
sports and cultural activities.

Strategic Plan
2020 - 2025
During the 2019-2020 school year, KIS International School began the process of
creating its next strategic plan. It outlines an ambitious and exciting strategic vision for
the school through the framework of five strategic elements. It is entitled,
“Inspiring Individuals...Inspiring Learning,” highlighting the fact that the plan is
unequivocal in its focus on student learning, and moving KIS to be a consummate
learning school.
KIS aspires to be the premier IB school in Bangkok emphasizing high-quality teaching
and choice, and driven by personalized, sequenced, authentic learning in a world seeing
increasingly diverse and unique learners. Our eventual size between 950-975 students
will allow us to be large enough to have a reputable place as a “learning school” without
equal in the city. The five Strategic Areas of the plan identify major goal areas that will
help the school realize its vision.

