
Job Description 

 POSITION:  DBM (PAY GRADE): 
 DEPARTMENT/SCHOOL:  ADDRESS: 
 REPORTS TO (TITLE):  ANNUAL WORKDAYS: 
 POSITION CATEGORY:  FLSA STATUS: 

POSITION SUMMARY: 

MINIMUM REQUIRED QUALIFICATIONS: 
EDUCATION: 

 WORK EXPERIENCE & SKILLS:   

CERTIFICATION/ENDORSEMENT/LICENSING: 

PRIMARY POSITION RESPONSIBILITIES: (15 MAX) 

continued… 



Job Description 

PRIMARY POSITION RESPONSIBILITIES (15 MAX), CONTINUED: 

PREFERRED QUALIFICATIONS & OTHER SKILLS: 

SECONDARY POSITION RESPONSIBILITIES: 

SUPERVISION RESPONSIBILITY (IF APPLICABLE): 

 Direct Reports:  ________ # of Classified Hourly   ________ # of Administrators or Teachers 

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.  

 APPROVED BY AND REVISED DATE: 


	POSITION: Assistant Principal
	ADDRESS: Varies
	REPORTS TO TITLE: Principal
	WORK EXPERIENCE  SKILLS CERTIFICATIONENDORSEMENTLICENSING: SC Certification in appropriate school level administration.


	PRIMARY POSITION RESPONSIBILITIES 15 MAXRow1: 1. Support implementation of the school’s vision, goals and strategies;

2. Assist the principal with supervisory responsibilities in accordance with the school district’s policies, procedures and applicable laws;

3. Utilize data to assist with development and monitoring of educational goals and initiatives that promote improved academic achievement for all students;

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

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

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

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

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

9. Assist the principal with preparation of class schedules, cumulative records and attendance reports;
	PRIMARY POSITION RESPONSIBILITIES 15 MAX CONTINUEDRow1: 10. Assist 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. Develop and implement a professional growth plan;

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

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

14. Perform all other duties as delegated by the principal.

	PREFERRED QUALIFICATIONS  OTHER SKILLSRow1: 
	SECONDARY POSITION RESPONSIBILITIESRow1: 
	of Classified Hourly: TBD
	of Administrators or Teachers: TBD
	POSITION CATEGORY: [Certified Administrator]
	DBM (PAY GRADE): [D61A/D62A]
	ANNUAL WORKDAYS: [240 Day]
	FLSA STATUS: [Exempt]
	EDUCATION: [Master's Degree]
	DEPARTMENT/SCHOOL: [Location Specific]
	APPROVED BY AND REVISED DATE: 
	WORK EXPERIENCE & SKILLS: Three (3)+ years of successful teaching experience.








	PHYSICALMENTAL REQUIREMENTS: Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. The employee will occasionally lift and/or move up to 25 pounds such as boxes of materials. The employee will sometimes push/pull items such as furniture or boxes of materials. While performing the duties of this job, the employee is regularly required to sit, stand, walk, talk, listen and/or reach with hands and arms. Specific vision abilities required by this job include close vision and distance vision.  

This also includes the capacity to understand, remember, and carry out job-related instructions; maintain attention and concentration sufficient to complete assigned tasks; exercise sound judgment; manage multiple priorities; and respond appropriately to changing work demands. The position requires the ability to communicate effectively, solve problems, and interact professionally with students, staff, administrators, and the public in a variety of settings, including situations that may involve time-sensitive deadlines or heightened levels of activity.
	POSITION SUMMARY: Support the Principal in directing and coordinating the educational, administrative, counseling and activities of an elementary, middle or high school.






