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JOB DESCRIPTION

TITLE:


HIGH SCHOOL ASSISTANT PRINCIPAL
QUALIFICATIONS:


· Valid Oregon Administrative License.

· Minimum of five years of successful public school teaching experience.

· Such alternatives to the above qualifications as the Board may find appropriate.

REPORTS TO:
Principal

JOB GOAL:
To assist the principal in coordinating the overall administrative operation of the school through the supervision of teachers, students and organization of the school.

PERFORMANCE RESPONSIBILITIES:

1. Assists in the recruitment/selection and evaluation of personnel.

2. Assists in determining teaching assignments and the assignment of rooms.

3. Develops master schedules and supervises content of instruction.

4. Monitors implementation of graduation requirements and CIM and CAM students.

5. Keeps records for student schedules and supervises student progress reports.

6. Assists in the preparation of the school budget.

7. Assists in supervision of building and grounds.

8. Coordinates data processing for the high school.

9. Coordinates in-building testing program.

10. Assumes supervisory responsibility during extra-curricular activities.

11. Enforces all policies relating to student discipline and attendance.

12. Assists the principal in stimulating and providing opportunities for professional growth of staff personnel.

13. Assists the principal in development and evaluation of curriculum.

14. Assists in providing leadership for educational programs within the school.

15. Helps in the selection and purchase of instructional materials.

16. Maintains and implements District policy.

17. Speaks for the principal in his/her absence.

18. Interprets programs to parents and public.

19. Works with community groups relative to mutual concerns.

20. Deals with citizen complaints not received by the principal.

21. Assists the principal in maintaining a proper relationship between the school and central office administrators.

22. Assists teachers in adapting programs to the interests and needs of students.

23. Works with counselors in matters of student programs.

24. Strives to inform the public of the mission of the school and the school district.

25. Designs and implements strategies to provide for a successful opening and closing of the school year by coordinating the efforts of the entire staff.

26. Develops and maintains positive internal lines of communication with students and staff.

27. Develops and maintains positive external lines of communication with parents, patrons, community agencies, and other public agencies.

28. Administers student discipline.

29. Represents the school in expulsion hearings.

30. Fulfills other duties as assigned.

PHYSICAL REQUIREMENTS:
Employee may stand/walk 6-8 hours; sit 1-4 hours; drive 1-4 hours.  Employee may use hands for repetitive single grasping, fine manipulation, and pushing/pulling 100 pounds maximum.  May bend, squat, lift, and climb stairs occasionally.

TERMS OF EMPLOYMENT:
225 days.  Salary to be established by the School Board.  Work year to be established by the Superintendent.

EVALUATION:


Performance of this position will be evaluated annually in accordance with the Board’s policy on evaluation of administrative personnel.

HR Director:  ____________________________________________________
Date:  _________________

Employee:    ____________________________________________________
Date:  _________________

3/02

McMinnville School District provides equal employment opportunities (EEO) to all employees and applicants for employment without regard to race, color, religion, sex, national origin, age, disability or genetics. For more information see District Policy GBA-Equal Employment Opportunity.
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