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BAY DISTRICT SCHOOLS

DEPARTMENT OF HUMAN RESOURCES

JOB DESCRIPTION
TITLE: ASSISTANT PRINCIPAL
QUALIFICATIONS: 
1.Certification:  Administration, Administration/Supervision (3or 6 for elementary; 3, 4 or 6 for middle school; 4 or 6 for senior high), Educational Leadership, School Principal or Professional School Principal.

2.Three years successful teaching  or other experience in the field of education. 

 PHYSICAL REQUIREMENTS: Light
REPORTS TO: As assigned by Bay District Organizational Structure.
SUPERVISES: As assigned by Bay District Organizational Structure.
PERFORMANCE RESPONSIBILITIES:

1.  Works as a team member with the building principal and district personnel to:

a.
Demonstrate educational leadership through the formulation, interpretation and implementation of administrative policies.

b.
Organize and operate the school in an efficient manner.

c.
Perform job responsibilities in a fair, impartial and professional manner.

d.
Design and implement curriculum innovations/experiments through collaborative efforts involving instructional, noninstructional, and district staff members.

e.
Interview, select, observe and evaluate personnel.

f.
Orient new staff members to district and school policies and procedures.

g.
Formulate and assign additional responsibilities for teachers and support staff.

h.
Administer areas related to student services and extracurricular activities.

i.
Select, procure and inventory textbooks, equipment and school supplies according to district school board policy.

j.
Apply daily and long-range planning strategies with members of the staff.

k.
Participate in budget preparation.

 l.
Collect, organize and interpret data pertinent to the operation/evaluation of the school.

m.
Develop and utilize a data analysis and management plan for decision making in school based administration.

n.
Participate in conferences involving students, parents, teachers, district office personnel and/or other administrators.

o.
Complete forms and reports related to school operations.

p.
Participate in the organization and supervision of summer school programs.

q.
Plan and coordinate special events.

r.
Interpret and administer policies and procedures as contained within the Bay District Pupil Progression Plan and the Bay District Code of Conduct.

s.
Develop an awareness and knowledge of the policies and procedures of special programs.

2.
Establishes goals that encourage self and others to reach higher standards.

3.
Develops and acts in accordance with the shared vision, mission and values of the school and district.

4.
Demonstrates the ability to form concepts, hypotheses and ideas from research, data, school law and other sources.

5.
Demonstrates concern for the impressions created by self, the students, the faculty, the staff and parents within the school community.

6.
Promotes the continued growth and development of all stakeholders through modeling, coaching, learning opportunities and feedback.

7.
Influences school stakeholders through a variety of means-persuasive arguments to include the use of pertinent data and educational research.

8.
Establishes systematic processes to receive and provide feedback about the progress of delegated tasks and responsibilities.

9.
Initiates and takes responsibility for leading and enabling others to improve current or anticipated areas of concern or which deem attention.

10.
Presents ideas to others in an open, informative and non-evaluative manner.

11.
Demonstrates the ability to discover, understand, verbalize accurately and respond emphathetically to the perspectives, thoughts, ideas and feelings of others.

12.
Writes clearly and concisely using good grammar.

13.
Follows established district guidelines for the evaluation of personnel.

14.
Uses and is committed to the use of technology in all facets of education.

15.
Reads and implements current research regarding instructional techniques, student and staff performance, parent involvement, technology, and other topics of current interest.

16.
Insures the confidentiality of student records and information.

17.
Documents experiences and activities for H.R.M.D. Level II Certification under the direction of the building principal and district staff.
18.
Performs other duties as may be assigned by the building principal pursuant to the rules and regulations of the school board and the State Board of Education.    

TERMS OF EMPLOYMENT:

1. Successful completion of State and Federal Background check is required for employment.
2. 12 months.  Paygrade as established by the School Board in Current Salary Schedule 2.

EVALUATION: Performance evaluated annually in accordance with School Board Policy.
___________________________________

              Date: 8-12-98________________________
  Reviewed by Dept. of Human Resources

                        Adopted by Bay District School Board

Bay District Schools is an Equal Opportunity Employer

Light Work: Exerting up to 25 pounds of force occasionally and/or up to 15 pounds of force as frequently as needed to move objects.


Medium Work: Exerting up to 50 pounds of force occasionally, and/or up to 20 pounds of force frequently and/or up to 10 pounds of force as needed to move objects.


Heavy Work: Exerting up to 100 pounds of force occasionally, and/or up to 50 pounds of force frequently and/or up to 20 pounds of force as needed to move objects.








