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Position Title:       PCN:       

Department/School: 
      

 

Location/

Address: 
      

Reports to(Title 

only): 
      

Work 

Hours 
      am      to           pm 

Salary/Position 

Category: 
 Non-Certified Administrator       Certified Administrator       Non-Exempt Hourly       Teacher 

Class Title/ DBM 

(to be completed by 

HR) 

      
Position # 

of days 
      

Travel Required       FLSA 

Status 

  Exempt 

  Non-exempt 

Job Description 

JOB PURPOSE/REASON: 

      

 

 

 

REQUIRED QUALIFICATIONS: 

EDUCATION:    High School Diploma or Equivalent         Associate’s Degree      Bachelor’s Degree 

                                Master’s Degree           Other       

                       

EXPERIENCE & TRAINING: 
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LICENSING/CERTIFICATION: 

      

 

 

OTHER SKILLS/REQUIREMENTS: 

      

 

 

 

 

PREFERRED QUALIFICATIONS: 

      

 

 

SUPERVISION RESPONSIBILITY (IF APPLICABLE): 

 

Direct Reports:      ___ # of non-exempt/classified          ___ # of exempt/administrators/teachers 

Indirect Reports:   ___ # of non-exempt/classified          ___ # of exempt/administrators/teachers 

 

PRIMARY POSITION RESPONSIBILITIES: 
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PRIMARY POSITION RESPONSIBILITIES, CONTINUED: 

      

 

 

 

 

 

 

 

 

 

SECONDARY POSITION RESPONSIBILITIES 

      

 

 

 

 

 

 

 

PHYSICAL/MENTAL REQUIREMENTS: 

      

 

 

 

 

 

 

NOTE: The above is intended to describe the general content of and requirements for the performance of this job.  It is not to be 

construed as an exhaustive statement of essential functions, responsibilities or requirements.  This job description must not be 

misconstrued as a promise of employment, nor deemed as an employment contract. 

Department Head  Date  

Associate/Chief/Executive 

Director 

 Date  

Superintendent (if applicable)  Date  

Human Resources  Date  

 


	Position Title: Assistant Administrator
	PCN: TBD
	DepartmentSchool: School Specific
	Location Address: School Site
	Reports toTitle only: Principal
	NonCertified Administrator: Off
	Certified Administrator: On
	NonExempt Hourly: Off
	Teacher: Off
	NonCertified Administrator Certified Administrator NonExempt Hourly TeacherClass Title DBM to be completed by HR: C52
	Position  of days: TBD
	NonCertified Administrator Certified Administrator NonExempt Hourly TeacherTravel Required: Some traveling required
	undefined: On
	undefined_2: Off
	High School Diploma or Equivalent: Off
	Associates Degree: Off
	Bachelors Degree: Off
	Masters Degree: On
	Other: Off
	LICENSINGCERTIFICATION OTHER SKILLSREQUIREMENTS PREFERRED QUALIFICATIONS SUPERVISION RESPONSIBILITY IF APPLICABLE Direct Reports  of nonexemptclassified  of exemptadministratorsteachers Indirect Reports  of nonexemptclassified  of exemptadministratorsteachers PRIMARY POSITION RESPONSIBILITIES: 1. Assists in the development, implementation and evaluation of the integrated curriculum and instructional services;

2. Keeps abreast of developments in integrated curriculum and instruction and instruction and furnishes leadership in determining their appropriateness for inclusion in the school’s instructional program.

3.Assists in developing articulation and coordination of curriculum;

4.Assists with the improvement of individual staff competencies;

5.Assists teachers in using competency based instructional materials in instruction;

6.Assists with the teacher evaluation process;

7.Assists with the supervision of faculty and staff;

8.Collaborates in counseling activities;

9.Assists in promoting positive school and community relationships through appropriate public relations activities;

10.Assists in the development and management of the budget to include sections that pertain to curriculum and instruction; and

11.Assists with requisitioning materials, supplies and equipment.
	Department Head: 
	Date: 
	AssociateChiefExecutive Director: 
	Date_2: 
	Superintendent if applicable: 
	Date_3: 
	Human Resources: 
	Date_4: 
	Job Purpose: Responsible for the overall planning, development and implementation of integrated instructional curriculum. Provides leadership, direction and coordinates all functions assigned to this position.
	L/C: Principal certification
	other skills: Excellent written and oral communication skills; Ability to work with all levels of CCSD staff
	Preferred Qualifications: Five years of teaching experience
	Primary Cont'd: 
	Secondary: Performs additional duties as assigned by the designated supervisor.
	Physical: This position requires flexibility. The person should be able to adapt to changes in district and respond quickly to customer needs and fluctuation in work volume.
	Exp/Training: Three years of successful teaching experience including an integrated curricula approach
	Text12: 
	Text13: 
	Text12 12: 


