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Direct and manage assigned areas of instructional program and campus operations. oversee assigned
student activities and services.

Qualifications:

Education/Certilication :
Master,s degree
Texas principal or other appropriate T.cxas ccrtificate
Certified Pro{bssional Development anct Appraisal System (pDAS) appraiser

Specinl KnowledgelSkills:
Knowledge of campus operations
Wcrrking knor.l,ledge of crnriculum and instruction
Ability to evaluate instructional program and teaching effectiveness
Abilif"v to manage budget and lxrsonnel
Ability to implement policy and procedures
Ability to interpret data
Excellent .rganizational. commr'nication, and inrerpersonal skills

[,xperience;
Two years experience as a classroom teachei

Major Responsibilities and Duties:

Instructional Management
I

' Encour6gs and support development of innovative instructional programs, helping teachers pilot such
efftrrts when appropriate. Participate in pnrgrarn evaluation measrres and make suggestio's fbr
improvement where needed.

I
2' Reinfbrce expectation.s lbr staffperfbrmance rvith regard to instructional strategies and clarisroom

- I l' ,"r,:,T;; and team building arnong slatrmembers. Encourage rheir acti'e invorvement in'-A- decision-maklng process.

SchooVOrgani zational Im provement

c>( 4 Take a learlership. role in plaruring activities and implementing programs to ensure attainment of the

- 

rchool's mission.

/'r
"2( 5' Participate in development of campus improvement plans with stall, parents, and comm'nity members.
I

*-J.-- 6' IIe lp principal develop, rnaintain. and use informalion systems to maintain rec.rcls and track progress orr
campus performance ob.jcctives and academ i c excellence in<tricators.



Studcnt Nlanagement

accordance with Sludent Code of Conduct and student han<ibook.

10. Conduct conferences about student and school issues rvith parents. students. and leiichers

I l. Erxure that students are adequately supervised during noninstructional pcriods.

ol'class schedules, teacher assignrnents. and extracurricular activifv- schedules.

? tU. oversee reporting antl monitoring of student attent'lance and work rvith slafFto identi$ and aridress
lssues.

I| 15. Wo1[ s'i1[ departm€nt heads and faculty to compile annuat butlget requests based on documente6
prograln nceds.

;^ 16. Recpisition supplies, te xtbooks, and equipment and monitor and maintain inventory in accordance with
district procedures,

a 17. Coordinate operational supprt serv'ices such as transpxrrtation, custodial, and calbteria to best meet
campus needs.

C_ 18. Comply rvith district policie s. state an<j fcderal larvs, and regulations alTecting sclrgols

Personnel Nlanagement

t, 19. ()bsene crnployee perfcrrmance. record observations. and conduct evaluation confi:rences. Scne as
sccond appraiser as needed for designated teacher appraisal syslem.

I 20.Assist principal in inten,iewing, se lecting. and orienting new staff.

SchooVComm unitv Relations

21. Articulate the school's mission to commuritv anil solicit its support in realizing the rnission.

"J. 
22' I)emonstrate awareness of school-communifv needs and initiate activities Io miret those needs usingr---+-b' appropriate ar1d effcctive techniques to encourage communitv and parent involvemept.

Supervisory Responsibilities:

Supervise and evaluate the work olprofessional staffas assigned bv thc school principal. Direct the
work ofteachers. custodians. paraprofessionals, clerical personnel and olhers as assiqned.

Mental Demands/Physical Demands/Environmental Factors:

foolslEquipment Used: Stardard otlice equipment including personal c()mputer and peripherals.

Posture: Frequent sitting and standing; occasional bending/stooping, ptnhing,/pullirrg, and tr.visting

Motion: Repetitive hand motions; tlequent keykrarding anrl use of mouse: occasional reaching

Liftingl Occasional light lifting and canl,ing (less than 15 pounds); occasional physical restraint ofstudents ro
cr-rnhol behavior

Environnrent: May work prolonged or irregular hourc; work insicle and outside (exposure t6 suno heatn
cold, and inclcment weather), exposure to noisel occasional districfwide and statewicle travol
Mental f)emands: Work with frequent interruptions; maintrin emotional control under stress

'?\ 7. Mar act a"s campus behavioral coordinakrr in accordance with state laws ald requlations.
I

- 8. Work with faculry" and students kr cievelop a sfudent discipline managemenl system that results in
gnsitive student behar,ior and enhances the school climate.

I
9. Ensttre that school.rules are unifbrmly applied and that student rliscipline is appropriate and equitable in

I

Adn
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Adm inistration and FiscaL/Facilities N[ana gement

| 12. Oversee cafipus operations in principal,s absence.

13. Trake a leadership role in planning and scheduling of daily school activities inclu6ing the devel6pment



'Ihis document describes the general purpose and responsibilities assigned to thisjob anri is not an cxhalutive list ofall
responsibilities and duties that may be assigned or skills that may be required.
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