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HUMAN RESOURCES / EMPLOYEE CLASSIFICATION

POSITION CLASSIFICATION - 0210
January 1998

POSITION TITLE:
Assistant Principal, Elementary School

REPORTS TO:
Principal

Objective: To provide senior-level managerial and administrative support to an elementary school principal.

Essential Functions

1.
Provides senior-level managerial and administrative support to an elementary school principal.  Leads a staff of administrative, certificated and classified personnel assigned to the school, as directed.

2.
Determines, through established measures and protocols, whether the individual educational needs of pupils are being met.  Develops plans that improve the quality and adequacy of instruction, and fosters student achievement, growth and development.

3.
Keeps the Principal informed of, or recommends, activities, events, and curriculum to ensure an effective instructional organization and continuous improvement of educational efforts.

4.
Works with and supports parents, various individuals, agencies and organizations in the community, the School Improvement and Accountability Council, and the Collaborative Decision Making Committee (CDM) to develop a School Improvement Plan (SIP) that includes high and achievable goals and objectives, as directed.

5.
Monitors, recommends and, upon approval, implements guides for proper student conduct.  Encourages the development of student spirit through rewards, privileges, recognition, discipline and other methods.  Participates in varied or designated pupil activities, such as Student Council, educational excursions, bilingual efforts, affirmative student placement, and special interest events.

6.
Reviews recommended purchases of textbooks, library materials, reference books, computer hardware and software, multi-media, and other materials, supplies and equipment with supervisory staff, teacher representatives, and in compliance with budgetary restraints.

7.
Studies, demonstrates an understanding of, and communicates the education-based aims and needs of the community to school staff and central administration.

8.
Develops a public relations program to enhance the community’s understanding and support of individual school-based and district-wide educational programs.

9.
Supervises certificated and classified staff and ensures for: professional growth and development, attainment of district and building instructional goals, implementation of curriculum, and effective use of all staff-based and facility-based resources.  Monitors all staff and recommends promotions, transfers, dismissals, and position reclassifications, when appropriate.

10.
Evaluates, as required, the performance of certificated and classified staffs regularly assigned, and offers guidance and assistance as needed.

11.
Orients personnel on the school mission, philosophy, texts and curriculum, guides, personnel policies, and school facilities for all new faculty members and classified staff, as appropriate. 

12.
Plans, prepares and administers the school budget, including the translation of educational needs, goals and objectives into budgetary terms.
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13.
Implements, and disseminates to certificated and classified staff, administrative school policy and State school laws.  Formulates and receives suggestions for local elementary school policy.  Administers and enforces all approved policies accordingly.

14.
Establishes and administers the master scheduling of all school functions and facilities, including: registration of students; scheduling only approved classes; determining and limiting class size as based on pupil-teacher ratios; utilizing special professional personnel such as nurses, social workers, and psychologists; establishing extra curricular activities programs; assigning teachers to courses on the basis of qualifications; establishing and enforcing student discipline, safety regulations, and drill procedures; supervision of halls, grounds, lunchrooms, etc.; and overseeing the use of facilities during school hours. Consults with faculty and non-certificated personnel, as necessary.

15.
Manages building operations, including: staff assignment of paraprofessionals, custodians, and other designated personnel; maintains inventory of materials, equipment and supplies; inspects buildings and grounds for safety and hazards; and recommends alterations to and general improvement of facilities.

16.
Attends and participates in various meetings, and takes a leadership role on designated district committees, as required or requested.

17.
Ensures for the proper maintenance, accuracy, completeness, confidentiality and security of all data/records, including: personnel evaluations; monthly payroll; weekly census report and semi-annual report on attendance and enrollment; approval of requisitions for supplies and repairs; State reports on pupils and teachers; accident and athletic injury reports; reference and transcript requests; expulsions, suspensions, and court cases; statistical, evaluation, and test reports; drop-out studies; and instruction and organization surveys and reports.

18.
Initiates or responds to internal and external inquiries or requests for information, as directed.

19.
Performs other related duties, including special projects, as required or requested.

Education/Experience: Master's Degree with appropriate specialization such as elementary school/secondary education, administration, curriculum, instruction, and guidance is preferred. Three (3) to five (5) years of actual experience as an educator.

Licensure/Qualifying Standards: A current, valid State of Colorado Type D Certificate Endorsed Principal, or a Colorado Principal License, or authorization.

Performance: Demonstrated experience performing in compliance with established human resource and departmental policies regarding: attendance (absences, tardiness, sick leave and vacation use, and other scheduled or unscheduled absences); dress code; customer/member services; safety; security, disaster and other policies procedures and practices.  Demonstrated effective and diplomatic oral and written communication skills. Demonstrated experience recognizing and resolving conflicts or potentially controversial situations through diplomacy.  Performance is limited to the scope of essential duties and responsibilities. 

Physical/Environmental Characteristics: Essential duties are routinely performed in a general office work environment and regularly require sitting at a work station/desk plus movement while completing paperwork or using computers, printers, calculators, copiers, fax machines and other business office machines and equipment.  Essential duties may involve: occasional kneeling, squatting, crouching, stooping, standing, bending, climbing (to stack, store or retrieve supplies or various office equipment), as directed.  Compliance to security and safety procedures, including use of Personal Protective Equipment (PPE), is required. 

