
‭JOB‬ ‭GOAL‬‭:‬ ‭Plan,‬‭organize,‬‭administer,‬‭and‬‭direct‬‭all‬‭activities‬‭and‬‭functions‬‭at‬‭the‬‭Elementary/Middle/Junior‬
‭High‬ ‭School‬ ‭level,‬ ‭which‬ ‭are‬ ‭essential‬ ‭to‬ ‭the‬ ‭operation‬ ‭of‬ ‭a‬ ‭responsible,‬ ‭effective,‬ ‭and‬ ‭efficient‬ ‭instructional‬
‭environment to provide maximum opportunity for student growth.‬

‭ESSENTIAL DUTIES AND RESPONSIBILITIES:‬
‭This‬‭list‬‭of‬‭Essential‬‭Duties‬‭and‬‭Responsibilities‬‭is‬‭not‬‭exhaustive‬‭and‬‭may‬‭be‬‭supplemented‬‭with‬‭other‬‭duties‬‭as‬
‭assigned by the Supervisor which does not conflict with the Master Agreement between NCSD and NCASA.‬

‭1.‬ ‭Comply‬ ‭with‬ ‭the‬ ‭code‬ ‭of‬ ‭ethics‬ ‭of‬ ‭the‬ ‭education‬ ‭profession,‬ ‭uphold‬ ‭and‬ ‭enforce‬ ‭school‬ ‭rules,‬
‭administrative‬ ‭directives,‬ ‭and‬ ‭district‬ ‭policies‬ ‭and‬‭administrative‬‭regulations,‬‭in‬‭accordance‬‭with‬
‭statutory regulations of the State of Nevada and Federal Law.‬

‭2.‬ ‭Supervise‬ ‭the‬ ‭development,‬ ‭implementation,‬ ‭and‬ ‭maintenance‬ ‭of‬ ‭school‬ ‭level‬ ‭policies‬ ‭and‬
‭procedures.‬

‭3.‬ ‭Work‬ ‭cooperatively‬ ‭and‬ ‭maintain‬ ‭professional‬ ‭relationships‬ ‭with‬ ‭district‬ ‭employees‬ ‭and‬ ‭other‬
‭professionals within specific area of responsibility.‬

‭4.‬ ‭Serve as the instructional leader for the school staff.‬
‭5.‬ ‭Work‬ ‭with‬ ‭other‬ ‭school‬ ‭administrators‬ ‭and‬ ‭staff‬ ‭to‬ ‭develop‬ ‭and‬ ‭maintain‬‭a‬‭school‬‭environment‬

‭that is conducive to learning, and appropriate to the maturity and interests of students.‬
‭6.‬ ‭Supervise‬‭the‬‭implementation‬‭and‬‭coordination‬‭of‬‭the‬‭district‬‭instructional‬‭program‬‭at‬‭the‬‭school‬

‭level, including ancillary and support services.‬
‭7.‬ ‭Assess‬ ‭and‬ ‭evaluate‬ ‭current‬ ‭curriculum‬ ‭and‬ ‭make‬ ‭recommendations‬ ‭for‬ ‭redesign,‬ ‭further‬

‭development, and implementation.‬
‭8.‬ ‭Monitor school level programs and services for compliance with district policies and procedures.‬
‭9.‬ ‭Focus on increased student achievement gains for continuous school improvement.‬
‭10.‬ ‭Adhere to and enforce state standards relative to student progress and promotion.‬
‭11.‬ ‭Monitor‬ ‭master‬ ‭schedule,‬ ‭pre-registration‬ ‭and‬ ‭registration‬ ‭materials,‬ ‭and‬ ‭various‬ ‭curriculum‬

‭materials.‬
‭12.‬ ‭Monitor‬ ‭the‬ ‭administrative‬ ‭processes‬ ‭required‬ ‭for‬ ‭student‬ ‭scheduling,‬ ‭maintenance‬ ‭and‬

‭evaluation of student records, and grade reporting.‬
‭13.‬ ‭Determine promotion eligibility for all students.‬
‭14.‬ ‭Develop‬ ‭an‬ ‭articulation‬ ‭program‬ ‭at‬ ‭the‬ ‭Middle‬ ‭or‬ ‭Junior‬ ‭High‬ ‭School‬ ‭level‬ ‭that‬ ‭will‬ ‭establish‬‭a‬

‭smooth‬ ‭transition‬ ‭from‬ ‭feeder‬‭schools‬‭in‬‭regard‬‭to‬‭academic‬‭programs,‬‭extra‬‭and‬‭co-curriculum‬
‭programs, curriculum planning, and social adjustment to a new school.‬

‭15.‬ ‭Monitor‬‭student‬‭behavior‬‭for‬‭compliance‬‭with‬‭school‬‭code‬‭of‬‭conduct‬‭and‬‭NCSD‬‭Parent/Student‬
‭Handbook.‬

‭16.‬ ‭Implement disciplinary procedures that comply with the district established discipline policy.‬
‭17.‬ ‭Monitor attendance, discipline referrals, and attendance reports.‬
‭18.‬ ‭Attend long-term suspension and attendance hearings or designate a designee to attend.‬
‭19.‬ ‭Observe‬ ‭and‬ ‭evaluate‬ ‭teacher‬ ‭performance,‬ ‭pursuant‬ ‭to‬ ‭state‬ ‭statutes‬ ‭and‬ ‭the‬ ‭appropriate‬

‭negotiated‬ ‭agreement,‬ ‭and‬ ‭assist‬ ‭individual‬ ‭teachers‬ ‭in‬ ‭an‬ ‭effort‬ ‭to‬ ‭improve‬ ‭classroom‬
‭instruction.‬

‭20.‬ ‭Supervise‬ ‭and‬ ‭evaluate‬ ‭the‬ ‭work‬ ‭of‬ ‭assigned‬ ‭school‬ ‭level‬ ‭classified‬ ‭personnel‬ ‭and‬ ‭make‬
‭recommendations for improvement in work performance.‬

‭21.‬ ‭Observe,‬ ‭record,‬ ‭and‬ ‭commend‬ ‭exceptional‬ ‭qualities‬ ‭in‬ ‭assigned‬ ‭staff‬ ‭members,‬ ‭and‬ ‭provide‬
‭them with leadership opportunities at the school level.‬

‭22.‬ ‭Provide assistance or counseling to assigned staff members.‬
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‭Title: Principal (K-5, K-8, or‬
‭6-8)‬

‭Classification: Administration‬

‭FLSA Status: EXEMPT‬ ‭Terms of Employment: 210 / 168 days or 220 / 176‬
‭days (number of days may vary based on location,‬
‭school size, and grade levels), 8 / 10 hours per day‬



‭23.‬ ‭Work‬‭with‬‭administration‬‭and‬‭staff‬‭to‬‭develop,‬‭coordinate,‬‭and‬‭implement‬‭staff‬‭development‬‭and‬
‭in-service training programs at the school level.‬

‭24.‬ ‭Maintain‬ ‭professional‬ ‭competence‬ ‭through‬ ‭in-service‬ ‭education‬ ‭activities‬ ‭and/or‬ ‭self-selected‬
‭professional growth activities.‬

‭25.‬ ‭Plan and conduct staff meetings, as required.‬
‭26.‬ ‭Interview‬ ‭and‬ ‭recommend‬ ‭appointments‬ ‭to‬ ‭school‬ ‭site‬ ‭vacancies,‬ ‭and‬ ‭assign‬ ‭duties‬ ‭of‬

‭employees.‬
‭27.‬ ‭Recommend‬‭continued‬‭employment,‬‭suspension,‬‭or‬‭termination‬‭of‬‭active‬‭employees,‬‭pursuant‬‭to‬

‭state statutes and negotiated agreements.‬
‭28.‬ ‭Notify‬ ‭human‬‭resources‬‭of‬‭all‬‭new‬‭appointments,‬‭resignations‬‭and/or‬‭terminations,‬‭and‬‭approve‬

‭personnel action forms through use of district technology accounts.‬
‭29.‬ ‭Make‬ ‭recommendations‬ ‭on‬ ‭approval‬ ‭or‬ ‭denial‬ ‭of‬ ‭employee‬ ‭leaves‬ ‭through‬ ‭use‬ ‭of‬ ‭district‬

‭technology accounts.‬
‭30.‬ ‭Supervise‬‭the‬‭inventory,‬‭care/maintenance,‬‭and‬‭proper‬‭and‬‭safe‬‭use‬‭of‬‭facilities,‬‭equipment,‬‭and‬

‭supplies.‬
‭31.‬ ‭Follow‬ ‭up‬ ‭on‬ ‭all‬ ‭requisitions‬ ‭and‬ ‭work‬ ‭orders‬ ‭by‬ ‭contacting‬ ‭appropriate‬ ‭personnel,‬ ‭approving‬

‭requisitions‬ ‭and‬ ‭work‬ ‭orders‬ ‭through‬ ‭use‬ ‭of‬ ‭district‬ ‭technology‬ ‭accounts,‬ ‭investigating‬
‭discrepancies, and resolving problems when necessary.‬

‭32.‬ ‭Identify school level budget needs and prepare budget requests for the finance department.‬
‭33.‬ ‭Ensure‬ ‭effective‬ ‭management‬ ‭and‬ ‭assume‬ ‭final‬ ‭responsibility‬ ‭for‬ ‭all‬ ‭school‬ ‭budgets‬ ‭and‬

‭accounts.‬
‭34.‬ ‭Ensure responsible and appropriate use of federal/grant funds.‬
‭35.‬ ‭Prepare‬‭and‬‭maintain‬‭accurate,‬‭complete‬‭records‬‭and‬‭reports‬‭as‬‭required‬‭by‬‭law,‬‭district‬‭policies,‬

‭and administrative regulations.‬
‭36.‬ ‭Attend‬‭district‬‭meetings,‬‭participate‬‭on‬‭committees,‬‭and‬‭meet‬‭with‬‭individuals‬‭and/or‬‭groups‬‭from‬

‭the community, as required.‬
‭37.‬ ‭Establish‬‭and‬‭maintain‬‭open‬‭lines‬‭of‬‭communication‬‭with‬‭administration,‬‭staff‬‭members,‬‭students,‬

‭parents/guardians,‬ ‭and‬ ‭other‬ ‭community‬ ‭members,‬ ‭which‬ ‭includes‬ ‭continuous‬ ‭information‬ ‭to‬
‭parents/guardians‬‭via‬‭correspondence,‬‭newsletters,‬‭Infinite‬‭Campus‬‭messaging,‬‭school‬‭website,‬
‭and conferences.‬

‭38.‬ ‭Provide‬ ‭for‬ ‭the‬ ‭establishment‬ ‭and‬ ‭maintenance‬ ‭of‬ ‭a‬ ‭positive,‬ ‭collaborative‬ ‭relationship‬ ‭with‬
‭students’ families to increase student achievement.‬

‭39.‬ ‭Serve in a problem-solving capacity to school personnel and parents.‬
‭40.‬ ‭Supervise‬ ‭the‬ ‭organization,‬ ‭coordination,‬ ‭and‬ ‭implementation‬ ‭of‬ ‭staff‬ ‭committees‬ ‭and‬

‭organizations, student extra-curricular activities, and parent groups.‬
‭41.‬ ‭Respond‬ ‭to‬ ‭inquiries‬ ‭from‬ ‭welfare‬ ‭agencies,‬ ‭probation‬ ‭officers,‬ ‭school‬ ‭resource‬ ‭officers,‬ ‭and‬

‭campus monitors regarding matters related to students.‬
‭42.‬ ‭Contact security, police, fire department, and/or rescue squad, as needed.‬
‭43.‬ ‭Participate as a member of school-based crisis teams.‬
‭44.‬ ‭Perform other related duties and functions as assigned.‬

‭POSITION EXPECTATIONS‬
‭Knowledge, Skills and Abilities:‬

‭1.‬ ‭Knowledge‬ ‭of‬ ‭educational‬ ‭leadership,‬ ‭including‬ ‭ability‬ ‭to‬ ‭promote‬ ‭and‬ ‭provide‬‭opportunities‬‭for‬
‭recognition, development, and leadership among students, staff, and colleagues.‬

‭2.‬ ‭Knowledge‬‭of‬‭community‬‭needs,‬‭problems,‬‭and‬‭personalities‬‭of‬‭organizations,‬‭and‬‭the‬‭relationship‬‭of‬
‭these to the educational program.‬

‭3.‬ ‭Understand‬‭and‬‭accommodate‬‭the‬‭needs‬‭of‬‭the‬‭various‬‭cultural‬‭and‬‭ethnic‬‭groups‬‭in‬‭the‬‭school‬‭and‬
‭community.‬

‭4.‬ ‭Understand and accommodate the needs of students and staff with disabilities.‬
‭5.‬ ‭Possess effective interpersonal skills.‬
‭6.‬ ‭Possess excellent communication and collaborative skills.‬
‭7.‬ ‭Possess outstanding organization skills.‬
‭8.‬ ‭Demonstrated ability to be highly motivated and enthusiastic.‬
‭9.‬ ‭Ability‬ ‭to‬ ‭work‬ ‭cooperatively‬ ‭with‬ ‭students,‬ ‭parents,‬ ‭school‬ ‭and‬ ‭administrative‬ ‭personnel,‬ ‭and‬

‭representatives of community organizations and agencies.‬
‭10.‬ ‭Ability‬ ‭to‬ ‭serve‬ ‭as‬ ‭administration‬ ‭of‬ ‭a‬ ‭school‬ ‭in‬ ‭conformity‬ ‭with‬ ‭Board‬ ‭policy‬ ‭and‬ ‭administrative‬

‭regulations.‬
‭11.‬ ‭Ability to utilize and promote participatory management techniques.‬
‭12.‬ ‭Ability to be an instructional leader with knowledge of technology.‬
‭13.‬ ‭Ability to communicate clearly, both orally and in writing.‬
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‭Nye‬‭County‬‭School‬‭District‬‭does‬‭not‬‭discriminate‬‭on‬‭the‬‭basis‬‭of‬‭sex‬‭and‬‭prohibits‬‭sex‬‭discrimination‬‭in‬
‭any‬‭education‬‭program‬‭or‬‭activity‬‭that‬‭it‬‭operates,‬‭as‬‭required‬‭by‬‭Title‬‭IX‬‭and‬‭its‬‭regulations,‬‭including‬‭in‬
‭admission and employment.‬

‭Inquiries‬ ‭about‬ ‭Title‬ ‭IX‬ ‭may‬ ‭be‬ ‭referred‬ ‭to‬ ‭NCSD’s‬ ‭Title‬ ‭IX‬ ‭Coordinator,‬ ‭the‬ ‭U.S.‬ ‭Department‬ ‭of‬
‭Education’s Office for Civil Rights, or both:‬

‭Michelle “Chelle” Wright, PHR, CLRP‬
‭Director of Human Resources/Title IX Coordinator‬
‭Nye County School District‬
‭484 S. West St., Pahrump, NV 89048 · 775-727-7743, extension 300‬
‭title9coordinator@nyeschools.org‬

‭NCSD’s nondiscrimination policy and grievance procedures can be located at:‬
‭https://bit.ly/NCSDPolicies-AdminRegs‬‭.‬
‭(NCSD‬‭Policies‬‭and‬‭Administrative‬‭Regulations‬‭0210/0210aR/0210bR/0210cR,‬‭0211/0211R,‬‭0212/0212R,‬
‭0213/0213aR/0213bR/0213cR, and 6110/ 6110R)‬

‭To‬ ‭report‬ ‭information‬ ‭about‬ ‭conduct‬ ‭that‬ ‭may‬ ‭constitute‬ ‭sex‬ ‭discrimination‬ ‭or‬ ‭make‬ ‭a‬ ‭complaint‬ ‭of‬ ‭sex‬
‭discrimination under Title IX, please refer to‬‭title9coordinator@nyeschools.org‬‭.‬

‭Contact information for OCR is available here:‬‭https://ocrcas.ed.gov/contact-ocr‬‭.‬

‭Equal Opportunity Employer‬
‭Nye‬ ‭County‬ ‭School‬ ‭District‬ ‭is‬ ‭an‬ ‭Equal‬ ‭Opportunity‬ ‭Employer.‬ ‭Nye‬ ‭County‬ ‭School‬ ‭District‬ ‭does‬ ‭not‬
‭sanction‬ ‭or‬ ‭tolerate‬ ‭discrimination‬ ‭in‬ ‭any‬ ‭form‬ ‭in‬ ‭its‬ ‭programs‬‭and‬‭activities,‬‭on‬‭the‬‭basis‬‭of‬‭race,‬‭color,‬
‭national‬ ‭origin,‬ ‭religion,‬ ‭gender,‬ ‭disability,‬ ‭age,‬ ‭pregnancy,‬ ‭sexual‬ ‭orientation,‬ ‭ancestry,‬ ‭veteran‬ ‭status,‬
‭domestic‬‭partnership,‬‭genetic‬‭information,‬‭gender‬‭identity‬‭or‬‭expression,‬‭political‬‭affiliation,‬‭or‬‭membership‬
‭in‬‭the‬‭Nevada‬‭National‬‭Guard,‬‭and‬‭provides‬‭equal‬‭access‬‭to‬‭the‬‭Boy‬‭Scouts‬‭and‬‭other‬‭designated‬‭youth‬
‭groups.‬

‭Americans with Disabilities Act‬
‭It‬ ‭is‬ ‭the‬ ‭policy‬ ‭of‬ ‭Nye‬ ‭County‬ ‭School‬ ‭District‬ ‭to‬ ‭comply‬ ‭with‬ ‭all‬ ‭federal‬ ‭and‬ ‭state‬ ‭laws‬ ‭concerning‬ ‭the‬
‭employment‬‭of‬‭individuals‬‭with‬‭disabilities‬‭and‬‭to‬‭act‬‭in‬‭accordance‬‭with‬‭regulations‬‭and‬‭guidance‬‭issued‬
‭by‬‭the‬‭Equal‬‭Employment‬‭Opportunity‬‭Commission‬‭(EEOC).‬‭Furthermore,‬‭it‬‭is‬‭the‬‭company‬‭policy‬‭not‬‭to‬
‭discriminate‬ ‭against‬ ‭qualified‬ ‭individuals‬ ‭with‬ ‭disabilities‬ ‭in‬ ‭regard‬ ‭to‬ ‭application‬ ‭procedures,‬ ‭hiring,‬
‭advancement,‬ ‭discharge,‬ ‭compensation,‬ ‭training‬ ‭or‬ ‭other‬ ‭terms,‬ ‭and‬ ‭conditions‬ ‭and‬ ‭privileges‬ ‭of‬
‭employment.‬

‭Nye‬‭County‬‭School‬‭District‬‭will‬‭reasonably‬‭accommodate‬‭qualified‬‭individuals‬‭with‬‭a‬‭disability‬‭so‬‭that‬‭they‬
‭can‬‭perform‬‭the‬‭essential‬‭functions‬‭of‬‭a‬‭job‬‭unless‬‭doing‬‭so‬‭causes‬‭a‬‭direct‬‭threat‬‭to‬‭these‬‭individuals‬‭or‬
‭others‬ ‭in‬ ‭the‬ ‭workplace‬ ‭and‬ ‭the‬ ‭threat‬ ‭cannot‬ ‭be‬ ‭eliminated‬ ‭by‬ ‭reasonable‬ ‭accommodation‬ ‭or‬ ‭if‬ ‭the‬
‭accommodation‬ ‭creates‬ ‭an‬ ‭undue‬ ‭hardship‬ ‭to‬ ‭Nye‬ ‭County‬ ‭School‬ ‭District.‬ ‭Please‬ ‭contact‬ ‭Human‬
‭Resources or the Section 504 Coordinator with any questions or requests for accommodation.‬

‭Shanda Roderick‬
‭Director of Special Education/Section 504 Coordinator‬
‭Nye County School District‬
‭Special Education Support Services‬
‭484 S. West St., Pahrump, NV 89048 · 775-751-4015‬
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