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IB Office Organizational Chart & Job Allocation

Organizational Chart Tamagawa Academy Administration

i(Note) / \

Head of the School
The School Board

| i
i i
| = Chain of Command within IB ! Other School Administrative Group
! Framework ! such as:
: = Work in Collaboration with Others : - Office of Financial Affairs
e j - Office of Human Resources
\ - Office of Genaral Affairs /

Upper Secondary Division

Associate Headmaster
Dean of K-12 Academic Affairs

The Dean oversees the IB Office through the function of "Curriculum &
Pedagogical Leadership Team" and "IB Academic Affairs".

Lower Secondary Division The Dean takes a role of the main liaison with other divisions of the School
including the School Board.

Associate Headmaster

IB Pedagogy & Curriculum Team IB Academic Affairs
IB Curriculum Coordinator IB Programmes Director Associate Director
Assistant to the Headmaster IB Programmes
K12 Academic Affairs
IBMYP Coordinator IBDP Coordinator
Curriculum & Pedagogical Issues Administrative Issues Clerical Issues
Administrative Support
Job Allocation Job Allocation to IB Office Members
Academic
Staffing Plan Recruitment Guidance Professional IB Programme : ,
Personnel . Financial
& Management of & Development Schedulin Evaluation Affairs
Staff Recruitment g IB Students College (PD) 9 Action Plan
Counseling
Assistant to the Headmaster ¢ o L] ¢ ¢ ¢
IB Programmes Director o o ¢ o s ¢ ¢
DP Coordinator ¢ ¢ ¢ ¢ o
MYP Coordinator ¢ ¢ ¢ ¢ o
Assistan to MYP Coornator
CAS Coordinator
=1
o AOI Coordinator
O
2 A
Q
5
[ B
a
C
D
E
F
G ¢
H ¢
c
E 8 Associate Director-K12 Academic Affairs ¢ ¢ ¢ ¢ ¢ o
O
L o
§ g IB College Counselor ¢ ¢ ¢ ¢
S
o b5 IB Public Relations ¢ ¢ ¢

(Note)
(1) 1B Leadership Team consists of
i) Dean of K-12 Academic Affairs
i) Associate Headmaster of Upper Secondary Division & Lower Secondary Division
iii) 1B Curriculum & Pedagogical Affairs, Assistant to the Headmaster
Iv) 1B Programmes Director, Assistant to the Headmaster
v) Associate Manager, IB Programmes
vi) IBDP & IBMYP Coordinators
(2) "&" represents duties allocated to each staff, and "#" represents the responsible person.

(3) Application Process The following processes are to be taken for approval:
i)  Curriculum related Issues : to be submitted to MYP/DP Coordinators --> to be submitted to IB Curriculum & Pedagogical Affairs, Assistan to the Headmaster --> to be submitted to the Dean as necessary

i) Major administrative Issues : to be submitted to IB Programmes Director, Assistant to the Headmaster --> to be submitted to the Dean as necessary
iii) Leave Application : to be submitted to IBAA Section
V) Other daily applications : to be submitted to IBAA Section

(4) Budget Plan & Personnel Affairs : to be submitted to Associate Manager --> to be submitted to K-12 AA --> Senior Managers' Meeting --> Board Meeting

modified in April 2014
IB Office-Overall Structure - A
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