Y SCHOOL DISTRICT

Position Title: Assistant Principal PCN: TBD

.| School Specific Location/ | school Site
Department/School: Al
Repo.rts to(Title Principal Work am to pm
only): Hours
?;I; ;}g/rP;SItlon ] Non-Certified Administrator ~ [=] Certified Administrator ~ [_] Non-Exempt Hourly ~ [] Teacher
Position type/ Grade | Hg1.pg2 Position # | TBD
(to be completed by of days
HR)
Travel Required Minimal (meetings, conferences and required training) FLSA [=] Exempt

Status ] Non-exempt

Job Description

JOB PURPOSE/REASON:

Supports the Principal in directing and coordinating the educational, administrative, counseling and activities of an elementary, middle

or high school.

REQUIRED QUALIFICATIONS:

EDUCATION: [ ] High School Diploma or Equivalent
[ ] Other

[=] Master’s Degree

EXPERIENCE & TRAINING:
1. Minimum of three (3) years of successful teaching experience.

[ ] Associate’s Degree

[] Bachelor’s Degree
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Y SCHOOL DISTRICT

LICENSING/CERTIFICATION:

SC Certification in appropriate school level administration.

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:

1. Supports implementation of the school’s vision, goals and strategies;

2. Assists the principal with supervisory responsibilities in accordance with the school district’s policies, procedures and applicable laws;
3. Utilizes data to assist with development and monitoring of educational goals and initiatives that promote improved academic
achievement for all students;

4. Utilizes data to assist in the development and monitoring of student behavioral/health initiatives;

5. Confers with teachers and students concerning educational and behavioral initiatives in the school;

6. Assists the principal with supervising the instructional program and assisting teachers in personal growth improvement;

7. Assists the principal with interviewing, hiring, training and appraising the work performance of all employees;

8. Assists the principal with planning and monitoring the school budgets, including the requisition and allocation of supplies, equipment
and instructional materials as needed;

9. Assists the principal with preparation of class schedules, cumulative records and attendance reports;

10. Assists in providing for the safety and security of all students and staff by walking about the school campus and facility and planning
and directing building maintenance;

11. Develops and implements a professional growth plan;

12. Helps to promote good school and community relationships including appropriate public relations activities;

13. Assists with routine inspections of the school plant; and

14. Performs all other duties as delegated by the principal.
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PRIMARY POSITION RESPONSIBILITIES, CONTINUED:

SECONDARY POSITION RESPONSIBILITIES

PHYSICAL/MENTAL REQUIREMENTS:

Dexterity of hands and fingers to operate a computer keyboard, mouse, and to handle other computer components; Ability to sit and/or
stand for extended periods of time; Ability to deal with stress associated with meeting multiple deadlines.

Work is performed in a normal heated or air-conditioned office environment. Exerting up to 10 pounds of force occasionally and able
to lift, carry, push, pull or otherwise move objects.

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 Date
Director

Superintendent (if applicable) Date
Human Resources Date
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