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Position Title Principal - Secondary . Band/Grade  E-8-2-20

Immediate Supervisor Director of Instructional Services Job Summary (Basic Purpose of Paosition)

Provide instructional leadership to promote the hest pas-

: sible curriculum and to motivate teachers to provide the

SuUpervisor Employee best possible instruction to students. I provide admin-

they have read this job description and agree with its contents
% OF NECESSARY SKILLS
REGLLAR ROUTINE DUTIES TIME KMNOWLEDGE , ABILITIES
List of Things to Accomplish BAND/|  D,W, What you Have to Know to FERFORMANCE STANDARDS

in Major Job Function GRADE] M,A,Q1 WC Accomplish Duty or Function How Will you Know the Job is Done?

1. PROVIDE INSTRUCTIONAL LEADERSHIR Knowledge

i.01 Maintains knowledge and informg 4 W 1.01 SBR 200-10-1 1.01 Curriculum objectives, materiais
staff of major changes and de- 1.02 Curricutum theory and content; teaching methods
veiopments in education. 1.G3 Applicable statutes and time; and testing are thor-

1.0¢ Motivates and encourages staff C4 [ 1.04 History and tradition of the oughly reviewed in at Teast one
growth and development. district. subject area each year.

1.03 Establishes and communicates Ch A 1.05 Motivation theory and 1.02 The sequence of instruction for
philoscphy, goals and object- practices. all subject areas can be de-
ives for the unit. 1.06 Learning and developmental scribed.

1.04 Conducts short and long range D7 [ theory. 1.03 Ongoing activities in the class-
planning activities. 1.07 Leadership theory room can be described.

1.05 Reviews and evaluates aspects E8 D 1.08 OGrganizational theory 1.04 Philosophy, goals and cbjectives
of curriculum and instruction. 1.09 Decision-making theory of the unit are established,

1.66 Monitors student performance. £4 D periodically reviewed, and

1.07 Provides inservice activities Cé b Ability cleariy communicated to staff,
for staff. 1.01 Plan students and the community.

1.08 Promotes continuous improve- e b 1.0Z2 Communicate 1.05 Student performance character-
ment in all areas of organ- 1.03 Delegate istics, staff needs and de-
ization, programs and activitigs. 1.04 Allocate ficiencies, and/or new knowledye

1.09 Atlocates resources. K8 ] 1.05 Organize and research in education are

1.10 Sustains personal growth and ] 1.06 Control used as the basis for inservice
development. 1.07 Birect and staff development activities

1.11 Perform cther duties as assigndd. D 1.08 Motivate 1.06 Human and material resources,

1.0G9 Build Consensus funds and time are allocated

1.10 Maintain effective inter- effectively for the improvement
personal relations. of instructicn.

1.1 Conduct group processes and {1.07 Individual staff growth and de-
activities. velopment activities have occured




% UF

7 NECESSARY SKILLS

!

.- 4R ROUTINE DUTIES TIME %... OWLEDCE, ABILITIES 5
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[.12 Mediate differences 08 Attention was directed to per-
sonal growth and development.
.09 Short and long range planning
activities are used to improve
aspects of organization, pro-
grams or activities.
.10 Completes other assigned duties
as it relates to providing in-
. e structional leadership.

2. ESTABLISH EFFECTIVE COMMUNICATION

2.01 Establish and maintain personal C ’
contact with publics through Knowledge
invelvement with civic organ- b 2.01 State Statutes ‘ 2.01 Samples of written communication
izations, student organizations ¢.02 Federal regulations to publics are available upon
and staff. 2.03 School District policies and reguest.

2.02 Speak when calied upon, to € b ) administrative procedures.  [2.07 Accurate information regarding
groups and organizations. W .04 Informal and formal power the programs and procedures of

2.03 Establish and implement pro- € structures in the community. the unit are provided upon re-
cedures to receive input from 2.05 Requirements and procedures quest.
internal and external publics. of local wmedia. 2. 03 Building commmication praced-

2.04 Maintain accessibility to C M .06 Appropriate interpersonal ures are reviewed at least once
pubtics. ‘ ’ refations techniques. each school year, and revised

2.05 Conduct regular meetings with C b 2.07 The community as necessary.
staff. _ 2.08 Group Dynamics ¢.04 Meetings with appropriate staff(

¢.06 Provides information to the € b o are held at least once each
Birector of Instruction regardir Ability ‘ month.
programs and activities. 2.01 Speak and write clearly and [2.05 Copies of applicable building

2.07 Provide information to media C _ ; correctly procedures are distributed to
representatives. D 2.02 Listen appropriate staff, students

2.08 Monitor publication of news- L 2.03 Plan and/or parents at least once
ietters, handhooks, etc. 5~0§ Organize each year, . )

2.09 Write and disseminate appropriafe ¢ 2.05 Conduct small and large 2.06 The views of various publics
communication to staff, studentd group meetings, concerning the schools and
parents and their publics. o the.d1%if1a% can be discussed,

210 Performs duties as assigned re- C .07 A file of media releases is
tating tu establishing effective maintained and available upun
commmicalions. - request. '

2.08 A vecord ol speeches delivered
to various publics iy available
upon request.

2.09 Completes other assigned dutlies

as it relates to establishing
affective commnnications.
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3. SUPERVISE AND EVALUATE STAFF
Knowledge
3.0%1 Participate in the selection of b7 A 3.01 Personnel administration 3.G1 District hiring practices are
staff. 3.0Z Employee negotiated agree- followed.
3.02 Supervise ail staff. b7 D ments . 3.02 Staff member receives a formal
3.03 Evaiuate staff annually and D7 AW 3.03 Theory of supervision ' annual evaluation conference,
conduct classroom visits/ob- 3.04 Effective interview pro- the resuits of which are re-
servations. cedures and techniques. duced to writing:
3.04 Conduct short and long range 7 ] 3.05 Evaluation techniques and a. All probatiocnary staff re-
persocnnel planning activities. procedures. ceive at least three formal
3.05 Perform other duties as as- 1] 3.06 Developmental and learning observations each school
signed. theory. year which include:
3.07 Instructional techniques and (1) Pre-observation confer-
methodologies. ences.
3.08 Organizational and time {2) Post-observation confer-
management theory. ences.
3.09 Applicable statutes (3) The results of pre-/post}
3.10 Motivation theory and observation conferences
practices. and cbservation(s} re-
3.11 Leadership thecry - duced to writing.
3.12 Decision-making theory b. Every nonprobationary staff
receives at least two formal
Ability observatios every three yeark
3.01 Conduct pre- and post-ohser- which include:
vation conferences. (1) Pre-ohservaticn confer-
3.02 Set goals and procedures for ence. (optional)
individual staff. (2} Post-observation confer-
3.03 Communicate effectively ence,
3.04 Motivate staff (3) The results of pre-/post}
3.05 Help staff to plan and or- conferences and cb-
ganize time, materials and servation(s)} reduced to
methads, writing.
3.06 Help individual staff mem- 3.03 Observations and forinal eval-

uations were completed within
deadlines.

3.04 Completes other assigned dutiedg
as it relates to supervising
and evaluating staff.




student safety program.
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4. MARAGE KOUTINE SCHOOL FUNECTIONS
4.0 Implement appropriate Board €4 b
policies and administrative
regulations.
4.02 Perform delegated duties. D
4.03 Complete required reports. B2 D
4.04 Bevelop and administer the Ca D
school budget.
4.05 Bivect pupil personnel services) D7 1]
4.06 Register and program students. B2 W
4.07 tstabl ish and oversee staff and| (5 ]

- WO

'KNOWLEDGE, ABILITIES
What you Have to Know to
Accomplish Duty or Function

L
L HECESSARY SKIKILLS

FERFURMAHCE STAHDRRDS
How Will you Know the Job is Done?

Knowl edge

.01 Applicable Tocal, state and

federal rules, requlations

and laws.

.02 District accounting, budget-
ing and purchasing proced-
ures.

1.03 District and state reporting
procedures and requirements.

Abi]ity
.01 Plan

1.02 Organize

1.03 Delegate

1.04 Direct and supervise the

activities of others.

4.01 bvidence exists that all re-
quired services and programs
are provided upon request,
District accounting, budgelting
and purchasing procedures are
followed.

Required reports are correctiy
completed by established dates.
Annual audits of internal and
district accounts are reviewed.
Appropriate records are main-
tained in all areas (envollment
attendance, health, discipline,
school tunch counts, pupil
reporling, etc).

Evidence exists that tacilities
and programs are in compliance
with Tocal, state and federal
safely requiations and proced-
ures.

Completes other assigned duties
as it relates to managing
routine school functions.

4.07

4.03
404

4.05
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Fist of Things to accomplish
I Mrior kb fonetion

SUPERVISE PLAMT OPFRATION AN MA

O Pavticipation in selection of

noninstructional staff
supervise noninstruclionai
support stafft.

Conduct periodic inspection of
facility.

Identify and vrecommend buiiding
modification and Hiprovement.
Performs duties as assigned re-
lating to supervision of plant
Gperation and maintenance.

PLRFORM REQUIRED DISTRICT LEVEL |

O As required
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What you Have 1o Lo
Accomplish Duty ov Tt ion

Knowledge

5.01 District policies

5.02 local, state and fedaral
regulations

5.03 Building systems

5.04 Acceptable maintenange
procedures and techniques.
Ability

5.00 Plan

5.02 Organize

5.03 Supervise

5.04 Evaluate

5.05 Deleqate

5.46 Communicate

5.07 Allocate

5.08 Motivate
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Lupies of formai evdttalions o
noninstructional support staif
are available upon reqguesct.
Evidence exists that regular
inspections of Lhe Facility
have been conducted.

A formal inspection of Lhe

facility will be Conducted at

Teast once cach school year,

a. A list of reconmended in-
provements and modification.
will be submitied to the
Busines. Director Wilhien |
days of the formal Pnspec-
fion.

bo Copies of the resalt 0
formal inspection are Avati
able an request.

Evidence exists thal prevent vy

and corrective mainlenance

Programs were conducted.

5.0¢

5.03

5.04

0,01 Assigned funclions will be o
pleted within timetines estal-
Vished by Superintendent or
designes.




