
 

 

 “Driven by Student Success” 

MISSION- Our purpose is to prepare students to be well balanced citizens ready to participate in a global 

society by providing an engaging and challenging education in a safe environment.  

Reports To:   Superintendent 

General Responsibility: Serves as educational leader, supervisor, appraiser, and interpreter of the 

educational program in the school assigned; is responsible for delegating responsibilities as needed 

to personnel and is responsible for the safety and welfare of those assigned to the school; ensures 

that learning occurs. 

Status:  Per administrative contract, work days and hours will be determined by the Superintendent. 

Payment Rate: Salary 

Qualifications: 

Duties Shall Include But Are Not Limited To: 

1. Plans, administers, and supervises the educational program. 

2. Responsible for collecting, organizing, analyzing, using, and maintaining all students’ 

achievement performance data which are required by the District. 

3. Conducts all elementary personnel evaluations. 

4. Supervises all certified and classified personnel assigned to the elementary. 

5. Communicates directly and frequently with all staff members, parents/community stakeholders, 

21st Century  Community Learning Center, athletic department, drama department, and any 

other school affiliated activities or programs. 

6. Responsible for school correspondence, general correspondence, notices for general 

distribution to the school community, etc. 

7. Responsible for the implementation of directives from the Superintendent. 

8. Consults with and advises district staff on issues related to student achievement, and the 

effective management of the schools. 

9. Directs and assists in preparing all reports as required by the school district. 

10. Supervises completion and monitoring of all student records. 

11. Manages all discipline in the school per student handbook. 
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12. Understands the implication of change efforts for stakeholders and adjusts leadership behavior 

accordingly. 

13. Accurately and proactively targets appropriate areas for school improvement efforts. 

14. Demonstrate the capability and collective efficacy to develop and use assets to accomplish 

goals that matter to all community members through agreed upon processes.  

15. Enforces the adherence of staff to all federal and state laws, policies, rules, and safety 

regulations. 

16. Responsible for establishing and maintaining community relations which include the use of the 

school facility. 

17. Cooperates with student groups in defining and achieving the overall objectives and 

effectiveness of the total school program.  

18. Coordinates and supervises extracurricular and co-curricular programs and other after school 

activities in the elementary. 

19. Maintains a complete inventory of all equipment and supplies in the building and completes all 

appropriate and required reports. 

20. Maintains regular attendance during school and during professional development days. 

21. Performs other duties as assigned. 

22. Supports  the district Mission, Vision, Operating Principals, Goals for improvement in student 

learning 

23. Uphold district policies and procedures 

24. Engage in continuous professional growth 

25. Increase capacity of staff in his/her role within the district through training, guidance and 

progress monitoring 

 

 

Work Days: Work days and hours will be determined by the Superintendent. 

Physical Requirements:  

Requires medium work that involves walking, standing, crouching, crawling, stooping, climbing, 

stretching, and lifting at least 25 lbs or more.  

This position requires the individual to meet multiple demands from several different people and 

interact with the public and other staff. Reasonable accommodations may be made to enable individuals 

with disabilities to perform the essential functions.  

Employee Name _________________________________ 

Employee Signature ___________________________________________ Date ____________ 

 



 


