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This model iob description is intended for resourcepurposes only and should be edited and revised to accurately reflectlocal job asslgnments, qualificatiois, and working conaitioits,." 
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Job l'itle: Assisranr principal tr, j
u, K (.'",* n ExemptionStatus/Test: ExemptiAdministrator- t' in an Educational Establishnieni

Reports to: principal 
KC1 E f 1 e

Dept./School: Assigned Campus and Level

Date Revised: f- Z_A ^ I (o
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Primarypurpose: l- fx{*,-1\ I !-F}.{l .iu,* ,1 _ LJns,^J.r{'.f n,^

Direct and manage assigned areas of instructional program ancl campus operations. oversee assignedstudent activities aud sen,ices.

Qualifications:

Education/Certifi cation:
Master's degree
Texas principal or otirer appropriate T.exas certificate
ceftified Professio'ar Development a'd Appraisal System (pDAS) appraiser

Special Knowledge/S kills:
Knowledge of carnpus operations
Working knowledge of curriculum and instruction
Ability to evaluate. instructio*ar progr.m a'ci teaching effectiveness
Ability to manage budget and personnel
Ability to implernent policy and procedures
Ability to interpret dara
Excellent .rganizat ionar, communicatron, anci i nterpersoral ski il s

Experience:
'lwo 

years experience as a classroom teacher

Major Responsibilities andlJuties:

Instructional Management

Encourage and support developurent of innovative instructional programs, helping teachers pil.t suchef1brts when appropriate. Partiiipate in proeram evaluation ,r.,.0ru.., and make suggestior-rs tbrimpror.'ement i,vhere neecled.

Reinforce expectations fbr statf perlirrmance rvith regard to instructronal strategies aud classroomnlanagen'tent.

fosler collegiality atrd team building anrolrg stalf menrbers. Encourage their active inyolvement indecision-makrng process.
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SchooVOrganizational Improvement

! q. Take a leatlership role in planning actrvities and i'-rplementing prograrns to ensure attaitrtuent of the

*-)s 
school's tttission'

l5 participate in developrnent of campus improvement plans rvith statt, parents, and comrnunity members'

Help principal develop, maintain, and use infortration systems to maintain records and track progress on

cantpus pertbmance illt"tiue' and acadetnic excellence indicators'

Student N{anagement

1 l. May act as calrlpus behavioral coorciinator in accordance witl-r state laws and reguiations'

"-T"*; work with l":-*y^r3,^,"*:l':f"i:::';i"$:1;:\,-1il'i""" 
manasement svstem that results in

po'iiit"studentbehaviorancleuhancestheschoolclimate'

I q. Ensure trrat school ruies are unitbnnly applied, and that student discipline is appropriate and equitable in

I ro. contluct conl'erences about student and school issues with parel-Its' students' and teachers'

. r -..-....r.,..,,^-,*,iccd ral pcriods'
t 1 l. l:nsure that sturjents are adequatcly supervised during nonlnstructlol

*_.&.---_-
Administration and Fiscal/Facilities Management

-^ - -J-**t, 
oversee campus operatiotrs in principal's absence'

*) 
r 3. Take a leacle rship role in pla'ning and scrreduling of claily school activities inclucling the dev'elopmcnt ot

**Lz\ 

- 
class schedules, teacirer assignments. and extracrirricular activity schedules'

* 4 t+ oversee reporting antl monitoring of stuclent attendance and rvork rvith statT to identify and address

ISSUCS.

,* -,2* ls Work with department heads and faculty to compile annual budget requests based on documeuted

progralll treeds.

Requisition supplies, textbooks' and equiprrrent and nronitor and maitrtain inr,entoty itt accordance wltl,i

distnct Procedures.

cotrrclinate operatiortal support sen ices such as trattsportalion' custodirl' and cafeteria to best tttcct

campus needs'

l8.Complyr,vithdistrictpolicies,stateatrdfederallaws.andregulationsaflectil-rgschools.

Personnel \Ianagement

obsen'e employee pertbtmance, record obsen'ations' and couduct evaluation conl-erences' Serve as

second appralser as neecled tbr designated teacher appraisal system'

Assist principal in interviewing, selecting' and orienting nerv stafT'
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SchooVCommunity Relations

HR Services

---:A*Z t Articulate the school's mission to cor-mnuniry aud solicit its support in realizing the mission.
iI ))| -- Demonstrate awareness of school-cotnniunity needs and initiate actiVities to meet those needs usingappropriate and etfective techniques to ellcourage cormlunity and parent involr,eprent.

Supervisory Responsibilities :

Supen"ise and evaluate the rvork of prof-essional statTas assignecl by the school principal. Direct t1ework ofteachers, custodians, paraprofessionals, clerical personnel and others as assrsned.

Mental Demands/physical Demands/E nvironmental Factors:

Tools/Equipment Used: Standard office equipment including personal computer and peripherals.
Posture: Frequent sitting and stancling; occasional bencling/stooprng. pushing,/pulling, and twisting
N{otion: Repetitive hand rnotions; fiequent keyboarding and use of mouse; occasiopal reaching
Lifting: occasional light lifting and carrying (less than 15 pounds); occasional physicalrestraint of students tocontrol behavior

Environment: May rvork prolonged or irregular hours; work insicle and outside (exposure to sun, heat, c.ld,and inclertrent weather), exposure to noise; occasional districtwide ancj statewicle travel
N{ental Demands: work with fiequent interruptions; rnaintain enrotional control under stress

This doc:ument describes the general pulpose and responsibilities assigne<i to this.job ancl is not an exhaustive list of allrespo.sibilities and duties rhat rnay be assigned or skills rhat rriav be iquired.
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