
Principal Job Description 

The Principal is responsible for leading the CCCS ministry to the glory of God. The principal plans, directs, and 

coordinates all aspects of the school with regards to ministry programs, academic programs, and 

administrative support functions. The principal interfaces with parents, churches, and the local community in 

the nurturing of the whole child. The principal confers with the School Board to plan and initiate programs 

concerning organizational, operational, and academic functions of the school and oversees their execution. 

Responsibilities:  

Spiritual Leader  
❖ Exhibit a love for God and model a consistent relationship with Jesus Christ. 

❖ Ensure that school policy and action align with the principles of God’s Word. 

❖ Seek to create an environment for spiritual growth within the staff and student body. 

❖ Support and enforce the CCCS Statement of Faith, Core Values and Mission Statement. 

❖ Lead the school by praying, leading devotions, leading and organizing weekly chapel. 

❖ Support Clear Creek Christian Church. 

❖ Attend CCCC or another evangelical church.  

School Culture 
❖ From the first point of contact with parents, continue with open honest communication. Create a culture 

of excellence, teamwork and collaboration amongst the staff, teachers, students and families. 

❖ Maintain strong healthy relationships with the surrounding public schools and other Christian schools. 

❖ Instruct and discipline students to grow in their walk with God according to the Bible, the Student 

Handbook, and other student-adopted materials. 

❖ Communicate with families regularly and respond to family/student concerns in a timely and appropriate 

manner.  

❖ Provide leadership and opportunity for effective parent and community participation in the school. 

❖ Establish a safe and orderly environment that is conducive to learning. 

❖ Interview and screen prospective families. 

❖ Reflect Christ’s love for all children including diverse ethnicities, cultures, and socio-economic status. 

  

https://cccschool.com/welcome/our-mission-vision


Academics 
❖ Lead the development and continual evaluation of the overall program in areas of classroom 

management, application of curriculum, development of extra-curricular programs, student evaluation, 

and special services in concert with faculty. 

❖ Instruct a sound and rigorous academic program. 

❖  Oversee the evaluation and development of all curriculum and books. Oversee achievement and state 

testing. Work with academic support to help meet the needs of at-risk students. 

❖ Create a master schedule for the school and delegate the development of individual classroom schedules. 

❖ Ensure ACSI accreditation standards are maintained and direct the reaccreditation process.  

❖ Ensure all faculty abide by accreditation standards and maintain their individual certification. 

❖ See that state and federal funding programs (Title II, Title IV, and Title V) are used as appropriate. 

Personnel Administration 
❖ Recruit, hire, mentor, shepherd, and dismiss faculty and staff. 

❖ Prepare contracts for faculty, including yearly reviews and consideration of contract renewal. 

❖ Consult with the school board to hire, discipline, and dismiss faculty as needed. 

❖ Maintain personnel files and all required employment documentation. Ensure the maintenance of 

accurate personnel records for all faculty and staff are in compliance with the county, state, federal and 

accrediting agency expectations. 

❖ Nurture relationships of staff through regular encouragement and communication, as well as special 

events, in order to maintain a Godly atmosphere and good morale. 

❖ Teach, train, and lead in biblical care for one another, as well as conflict resolution. 

❖ Provide performance feedback and written evaluation for all faculty and staff periodically. 

❖ Provide professional development through regular in-service training and other faculty development 

efforts. 

❖ Hold regular faculty and staff meetings. 

❖ Monitor compliance with established personnel policies and educational policies. 

❖ Serve as liaison between the board and the faculty and staff. 

❖ Lead in recruiting and enrolling qualified students. 

❖ Pray for all personnel daily. 

Financial  
❖ Work with treasurer to prepare and administer an annual operations budget. 

❖ Administer financial polices concerning tuition. 

❖  Oversee ordering of supplies and curriculum. 

❖ Approve requests for purchases by the faculty and staff.  

❖ Oversee implementation of the Indiana Choice Scholarship Program. 

  



Development 

❖ Oversee development and implementation of the comprehensive organizational fundraising plan to meet 

annual and long-term revenue goals. 

❖ Provide leadership for major donor cultivation strategies, such as planned giving and exploration of 

alternative sources of revenue. 

❖ Develop and supervise strategies for growing and sustaining a donor base; implementing high-quality 

donor communication, acknowledgements, and recognition; and stewardship practices. 

Daily administration of the school 
❖ Develop the annual operating plan, establish goals, set short-term objectives, and measure progress and 

achievement in support of the Continuous School Improvement Plan. 

❖ Faithfully execute the daily operations of the school including but not limited to: drop off, pick up, 

morning care, aftercare, substitute teachers, heating/cooling, school supplies, playground safety, 

building safety, weather closures, etc.  

❖ Oversee student discipline and academic problems.  

❖ Ensure the health and safety of the students, faculty, and staff while at school or involved in school 

functions. 

❖ Coordinate building maintenance and janitorial services. 

❖ Establish the school calendar for approval by the Board.  

❖ Schedule and attend Parent Teacher Fellowship meetings. 

❖ Work with CCCC with scheduling building use and programs.  

❖ Develop and maintain Student Handbook, Staff Handbook, Emergency Plan, Crisis Management Plan, and 

other necessary procedures in compliance with established policies. 

❖ Actively participate with ACSI through meeting attendance, participating in accreditation teams, and use 

of other resources. 

❖ Make certain state reporting is current.  

❖ Ensure that student records are accurate and legally maintained. 

❖ Oversee the scheduling and execution of field trips and special events such as graduation, Christmas 

programs, parent orientations, open houses, other programs, etc.  

❖ Oversee development and implementation of technology for instructional purposes in conjunction with 

the IT systems administrator. 

❖ Manage the selection and oversee the use of enrollment and curriculum management systems. 

❖ Oversees all admission decisions and placement of students. 

School Board 
❖ Work with the board in the strategic leadership of the school. 

❖ Keep board informed of the general operations of the school. 

❖ Work with the board on development of school policies. 

❖ Keep the board updated on any legal requirements and trends. 



Marketing 
❖ Position CCCS as a school of choice for Christian families in the area as well as those who are non-Christian 

and looking for an intentionally small and unique institution. 

❖ Develop and maintain good public relations with the general public including other schools; public and 

private and local churches.  

❖ Develop and implement effective student recruitment and retention strategies. 

❖ Meets with prospective families to give tours, information, and answer questions.  

Teaching Duties 
❖ Teach a conflict resolution curriculum early in the school year.  

❖ Perform other short-term teaching assignments including subbing when needed.   

Qualifications 
❖ Bachelor’s Degree required 

❖ Master’s Degree in School Administration, Education, Educational Leadership or equivalent desired 

❖ Experience as a Classroom Teacher 

❖ School Administration Experience desired 

❖ ACSI administrative (or other) certificate 

❖ Valid state teaching license 

Essential Functions 
❖ Must be able to ascend and descend 20+ step staircases multiple times per day. 

❖ Must be able to lift and maneuver 20 lb objects. 

❖ Must be able to sit and/or stand for extended periods of time. 

❖ Must be able to use hands and fingers sufficiently to operate office equipment. 

❖ Must be able to hear and speak sufficiently to communicate precisely with others. 

❖ Must have visual acuity sufficient to review documents and to accurately observe at all distances. 

❖ Working conditions include outdoor environments with high and low temperatures. 


