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BAY DISTRICT SCHOOLS

DEPARTMENT OF HUMAN RESOURCES

JOB DESCRIPTION
TITLE:   DEPUTY SUPERINTENDENT   


QUALIFICATIONS:
1.
Master’s Degree or higher with certification in Educational Leadership, Administration and Supervision, School Principal or Professional School Principal.

2.
A minimum of five (5) years of administrative experience in public education with at least one year in at least three of the following areas: budgeting, educational management, management information systems, personnel management, research, finance, accounting, facilities management, PreK - Adult, exceptional education, and/or student services.

3.
Knowledge of Florida Law as it pertains to educational management, personnel services, business services, curriculum and educational support services.

 PHYSICAL REQUIREMENTS: Light

REPORTS TO: As assigned by Bay District Organizational Structure.
SUPERVISES: As assigned by Bay District Organizational Structure.
PERFORMANCE RESPONSIBILITIES:
1. Performs the duties of the Superintendent in his/her absence as provided by Florida Law and Bay District School Board Policy.

2. Coordinates and ensures efficient and effective delivery of all services provided by the district to schools and district departments.

3. Acknowledges, researches, and responds to complaints received regarding district activities, programs, staff, etc.

4. Acts as the liaison and mediates activities among complainant, the district, and agencies.

5. Assists the Superintendent in the problematic intervention and resolution of incidents within the school system.

6. Acknowledges and responds to employee grievances.

7. Assists with the preparation and negotiation of employee contracts and agreements.

8. Assists with the development of policy recommendations for Board consideration and adoption.

9. Advises administrators in regard to the interpretation of the union contracts. 

10. Assists school-based and district-level administrators as they determine and establish program priorities based on Florida Statutes, State Board Rules, Bay District School Board Policy, data analysis, and/or needs assessment.

11. Participates in the collection and interpretation of data related to educational programs and budgets and involves other district level administrators in the decision-making process which will lead to recommendations to the Superintendent and School Board.

12. Serves as the Lead team member for the Executive Divisions of the School District in order to build, support and maintain a positive systemic relationship.

13. Advises the Superintendent regarding the functions of the various departments as related to services provided and services needed by the schools.

14. Assists with the preparation of the School Board agendas.

15. Recommends and coordinates changes in policies, procedures and practices.

16. Assists with the interpretation of the School Board Policy Manual for administrators and staff.

17. Provides advice and counsel to the Superintendent, school-based administrators and district-level administrators regarding the use of district resources.

18. Compiles and distributes employee unit allocations to the school sites and other district divisions.

19. Manages and directs the review and update of the compensation and job classification program for the district.

20. Coordinates with the Finance Department the allotment and site-based budgeting process for timely and accurate implementation of approved budgetary policies and directives.

21. Responds to requests for information and/or assistance from the Department of Education, the Auditor General, the Superintendent, site-based administrators, and other school system personnel.

22. Recommends business and management practices that meet all legal requirements.

23. Informs the Superintendent and the Board of any legislation affecting the school district.

24. Assists in collective bargaining activities.

25. Assists the Superintendent in the assessment of school-based administrators.
26.
Recommends the employment and retention of all personnel within area of assigned responsibility on organizational chart based on the district’s employment and assessment policies and procedures.

27.
Performs other duties as may be assigned by the Superintendent.
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  3/13/97, Revised 3/25/09
  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.








