TITLE:
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Assgant Principa

QUALIFICATIONS: 1. Master’sdegree or higher.

REPORTSTO:

JOB GOAL:

2. Vvdid Horida cetificaion covering Educationa Leadership or
Adminigratiory/ Supervison.

3. A minimum of three years successful teaching experience.

4. Such dterretives to the above qudifications as the Board may find
appropriate and acceptable.

Principd

1. To as3g the principd in ensuring continuous improvement in
measurable sudent performance and achievement, customer
satisfaction, performance management and compliance;

2. Toasss the principd in the overal administration and operation of
the schooal;

3. To assume full responghility of the school when the Principd is
absent from the building.

ESSENTIAL FUNCTIONS:

*

1.

10.

11.

Assgs in providing leadership that will ensure continuous improvement in measurable
sudent performance and achievement, cusomer satisfaction, performance management
and compliance.

Implements School Board policy, State statues, and Federd regulations in the aess of
Human Resources, Business/Property and Educationd Services as they pertain to the
assigned school.

Develops a master schedule and assigts in the assigning of teachers according to student
needs and certification.

Implements Didrict guidelines for proper student conduct and disciplinary procedures and
policies, based on the Student Code of Conduct, that assure a safe and orderly
environment.

Participates in countywide management meetings and other activities appropriate for
continua professond development.

Assgs in providing educationd leadership in developing, implementing and evaduating the
School Improvement Plan.

Assgs in providing leadership in identifying and assessng drategies designed to
accomplish School Board goa's and Superintendent’ s initiatives.

Facilitates pogitive communications among students, parents, teachers and support staff in
daly interactions.

Provides supervison while maintaining visbility about the campus and classroom.

Utilizes data and current educational best practices in the planning and preparation of the
school ingructiond program.

Observes and evauates teacher performance as it relates to student learning and provides
coaching, feedback and such assistance as needed.
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12. Edablishes, supervises, and evaluates the performance of support staff as assigned by the
principd.

13. Assgsin supervisng and monitoring the accurate and timely completion of data collection
and reporting requirements.

14. Assgsinidentifying and providing training opportunities for al school personnd.

15. Demondratesinterpersona skills and the skill to work with diverse groups of people.

16. Assgsin establishing a school-based crigs plan and in providing leadership in the evert of
such happening.

17. Deveops postive school and community relations which includes effective ora and written
communicationsto al stakeholder groups.

18. Assgs in recruiting, interviewing and recommending qudified personnd for employment
that reflect racid and ethnic diversty.

19. Orients new personnel to the school Site.

20. Implements and administers negotiated employee contracts a the school ste.

21. Assds in conducting staff meetings that involve the discusson of ingdructional programs
that focus on dudent achievement, policy changes, system issues, and problem
identification and resolution.

22. Assgsin establishing and managing student accounting and attendance procedures at the
assigned school.

23. Paticipaesin the function of financid planning for the school which may include assgting in
the preparation of the school’ s budget.

24. Paticipates in the disbursement of funds to assure that the school will redize the maximum
vaue educationdly and financidly in security textbooks, supplies, materias, equipment and
Services.

25. As3ds in coordinating maintenance functions, providing for plant safety and facility
ingpections.

26. Assgs by monitoring property inventory records and assures the security of school
property.

27. Assgs by coordinating the school food service program at the assgned school, including
the free and reduced food service program requirements.

28. Assgsin managing and supervisng school sponsored events, coordinating the supervison
of events, and maintaining a caendar of al school events.

29. Communicates through the proper channds to keep appropriate personnd informed of
impending programs or events of unusua nature.

30. Assumesfull responghility of the school when the Principd is absent from the building.

*Core Measures

OTHER RESPONSIBILITES:

Performs related work asrequired. (NOTE: The omisson of specific datements of duties
does not exclude them from the position if the work is Smilar, rdated, or alogicad assgnment to
the pogtion.)
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PHYS CAL REQUIREMENTS:

Position requires exerting up to 20 pounds of force occasondly and/or up to 10 pounds of
force as frequently as needed to move objects.

TERMSOF EMPLOYMENT:
Sdary and work year as established by the Board.
ASSESSMENT:
Performance of this job will be assessed annudly in accordance with provisons of the Board's

policy on assessment of adminigtrative personnd.
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