New Berlin CUSD #16
JOB DESCRIPTION

Position Title: Elementary Principal

Qualifications: 1. Hold a MS or MA in school administration with a valid IL certificate —

Type 75.

2. Hold a valid teaching certificate with at least four (4) years of
teaching experience.

3. Professional image, actions, communications and working relationships
are required at all times.

3. Excellent written and oral communication skills, ability to maintain
confidentiality and strong computer skills.

4. Establish and maintain effective and courteous working relationships
with staff, students, parents, and community members.

5. Ability to lead and manage others in addition to strong organizational,
time management and conflict resolutions skills.

Department: School Administration
Location: Elementary Office
Reports to:  Superintendent
FLSA Class: Exempt

Revised Date: 02/11/21

Job Goal: The primary responsibility is to improve teaching and learning with the
majority of the time spent on curriculum and staff development and supervision of the
school in a manner that it may operate smoothly and effectively.

Performance Responsibilities:

1. Serve as the instructional leader of the school by promoting instructional
improvement within the school, monitor student achievement, and foster staff
development activities for each staff member.

2. Provide key leadership in establishing the school improvement plan as it is aligned
to the district’s strategic plan.

3. Work with the Superintendent and administrative team to direct educational
program by evaluating, developing, and reviewing the curriculum and
communicate changing needs.

4. Ensure all Board policies, administrative procedures, staff and student handbooks
are effectively communicated and followed.

5. In conjunction with the staff, provide for the health, safety and welfare of the

students.

Lead a positive school climate where all children can learn and succeed.

Supervise, evaluate the performance through a formal review process, and

discipline teachers, educational support staff assigned to perform specific

responsibilities in the school. This may require recommendations to the

Superintendent and Board non-renewal, remediation, and/or dismissal of staff.

8. Recruit, select, and orient all new personnel.

9. Assume the major responsibility for creating the master schedule and teaching
assignments. On an annual basis the projected teaching assignments will be
made to the Superintendent. Ensure that all teachers are qualified for assigned

No



areas of instruction as well as communicate any teaching changes with all teacher
involved per the collective bargaining agreement.

10. Develop and maintain communication systems with students, parents, staff, and
other interested publics.

11.Responsible for the supervision of the building.

12. Administer the building budget and assist in the development of the annual
building budget in conjunction with the Chief Financial Officer.

13.Responsible for the accounting of all monies belonging to the school, or the
students of the school, in accordance with the plan of accounts required by the
Chief Financial Officer.

14.Oversee the proper maintenance and use of school facilities and equipment.

15.Conduct meetings of the staff and faculty as are necessary for the proper
functioning of the school and/or in accordance with administrative directive.

16. Submit reports and records as required by district policy, procedure, law or
administrative directive.

17. Assist with public relations and events for the building. This includes being an
active member of the parent organization.

18. Attend IEP meetings assigned by case managers, oversee the 504 process, and
all academic and behavior interventions.

19.Keep abreast of changes and developments in the profession by attending
meetings, reading professional journals, and networking with other professionals in
the field.

20.Serve as a contributing and responsible member of the district administrative team.

21.Perform all other duties necessary to the position and such other duties as may be
assigned by the Superintendent.

TERMS OF EMPLOYMENT: This is a 11-month position working 220 days. The
salary and work year will be established by the
Board of Education.

EVALUATION: Performance of this job will be evaluated in
accordance with provisions of the Board’s
policy of Evaluation of professional personnel.

New Berlin CUSD #16 is an Equal Employment Opportunity Employer

By signing this below, | hereby acknowledge and understand the duties and
gualifications of this position. The School District retains the right to revise or amend
this job description at any time during the employee’s employment with the District.

Name:

Date:




