
PRIMARY PURPOSE: 
  
Primary Years Programme (PYP) Coordinator will oversee the delivery of the program 
throughout the school as required by the International Baccalaureate Organization (IBO).  A 
commitment to collaborative planning is the central philosophy of IBO and the PYP coordinator 
ensures that pedagogical aspects are discussed, information is distributed, and the units of 
inquiry are planned, taught, and assessed in a collaborative manner.   
  

QUALIFICATIONS: 
  

Education: 
Bachelor’s Degree from an accredited university 
Valid Texas Teaching Certificate 
  
Special Knowledge/Skills: 
Proven teaching ability to act as a pedagogical leader at the school 
Knowledge of elementary subjects and curriculum 
General knowledge of curriculum and instruction 

                Strong organizational, communication, public relations, and interpersonal skills 
  
                Experience: 
                At least three years of teaching experience 
  
MAJOR RESPONSIBILITIES AND DUTIES: 
  

1. Oversee all requirements of the International Baccalaureate Organization (IBO) 
concerning the Primary Years Programme (PYP). 

  
2. Implement all requirements in accordance with IBO guidelines. 

  
3. Establish and maintain a record of completed planners.  
  
4. Publish the school’s programme of inquiry. 

  
5. Provide appropriate guidance and support to staff in order to implement the PYP 

through techniques such as:  use of the unit planners, assessment strategies, developing 
a Programme of Inquiry, observing and modeling lessons. 

  
6. Serve as a resource for teachers to orient them into the program. 

  
7. Plan and supervise the PYP professional development within the school. 

  
8. Arrange/coordinate with the Director of Advanced Academics and IB Programmes for 

ongoing participation in IB conferences and keep a record of workshop attendance and 
school visits. 

  
9. Ensure sufficient resources are available for students to undertake independent 

research. 



  
10. Support students and teachers in the final year PYP exhibition. 

  
11. Communicate and network with fellow IB coordinators. 

  
12. Communicate with campus and central office administration with regards to the 

progress of PYP. 
  

13. Inform administrators, teachers, students and parents about pertinent correspondences 
and communication received from the IBO. 

  
14. Prepare recommendations for the campus principal for the purchase of resources and 

materials to support the implementation of PYP.  
  

15. Establish, monitor, and maintain an inventory of resources to facilitate efficient 
management. 

  
16. Assist the campus principal in completing required applications for; prepare and submit 

documentation required for authorization and evaluation.   
  

17. Respond to requests for information from IBO. 
  

18. Conduct parent information sessions. 
  

19. Publish articles pertaining to program events in the school newsletter and other 
communication sites. 

  
20. Serve as a positive role model for students, staff, and parents to support the mission of 

Pearland ISD and the school. 
  

21. Plan, conduct, and facilitate PYP staff development. 
  

22. Participate in curriculum and instruction meetings as requested. 
  

23. Participate in IB coordinator meetings as requested 
  

24. Perform other duties as assigned. 
  
WORKING CONDITIONS: 
  

Mental Demands: 
Ability to communicate effectively (verbal and written); interpret policy, procedures, and data; 
maintain emotional control under stress 
Physical Demands/Environmental Factors: 

                Occasional district/regional travel; occasional prolonged hours 
 


