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Position Title:       PCN:       

Department/School: 
      

 

Location/

Address: 
      

Reports to(Title 

only): 
      

Work 

Hours 
      am      to           pm 

Salary/Position 

Category: 
 Non-Certified Administrator       Certified Administrator       Non-Exempt Hourly       Teacher 

Class Title/ DBM 

(to be completed by 

HR) 

      
Position # 

of days 
      

Travel Required       FLSA 

Status 

  Exempt 

  Non-exempt 

Job Description 

JOB PURPOSE/REASON: 

      

 

 

 

REQUIRED QUALIFICATIONS: 

EDUCATION:    High School Diploma or Equivalent         Associate’s Degree      Bachelor’s Degree 

                                Master’s Degree           Other       

                       

EXPERIENCE & TRAINING: 
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LICENSING/CERTIFICATION: 

      

 

 

OTHER SKILLS/REQUIREMENTS: 

      

 

 

 

 

PREFERRED QUALIFICATIONS: 

      

 

 

SUPERVISION RESPONSIBILITY (IF APPLICABLE): 

 

Direct Reports:      ___ # of non-exempt/classified          ___ # of exempt/administrators/teachers 

Indirect Reports:   ___ # of non-exempt/classified          ___ # of exempt/administrators/teachers 

 

PRIMARY POSITION RESPONSIBILITIES: 
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PRIMARY POSITION RESPONSIBILITIES, CONTINUED: 

      

 

 

 

 

 

 

 

 

 

SECONDARY POSITION RESPONSIBILITIES 

      

 

 

 

 

 

 

 

PHYSICAL/MENTAL REQUIREMENTS: 

      

 

 

 

 

 

 

NOTE: The above is intended to describe the general content of and requirements for the performance of this job.  It is not to be 

construed as an exhaustive statement of essential functions, responsibilities or requirements.  This job description must not be 

misconstrued as a promise of employment, nor deemed as an employment contract. 

Department Head  Date  

Associate/Chief/Executive 

Director 

 Date  

Superintendent (if applicable)  Date  

Human Resources  Date  

 


	Position Title: Principal
	PCN: Location Specific
	DepartmentSchool: Location Specific
	Location Address: School Site
	Reports toTitle only: Executive Director
	NonCertified Administrator: Off
	Certified Administrator: On
	NonExempt Hourly: Off
	Teacher: Off
	NonCertified Administrator Certified Administrator NonExempt Hourly TeacherClass Title DBM to be completed by HR: DBM Range: D64-E82
	Position  of days: 240 Days
	NonCertified Administrator Certified Administrator NonExempt Hourly TeacherTravel Required: Minimal; Meetings, conferences, and required trainings 
	undefined: On
	undefined_2: Off
	High School Diploma or Equivalent: Off
	Associates Degree: Off
	Bachelors Degree: Off
	Masters Degree: On
	Other: Off
	LICENSINGCERTIFICATION OTHER SKILLSREQUIREMENTS PREFERRED QUALIFICATIONS SUPERVISION RESPONSIBILITY IF APPLICABLE Direct Reports  of nonexemptclassified  of exemptadministratorsteachers Indirect Reports  of nonexemptclassified  of exemptadministratorsteachers PRIMARY POSITION RESPONSIBILITIES: 1.Plans, organizes and directs the activities of an elementary/middle/secondary school with approximately XXX students;

2.Cultivates a vision for the school with measurable goals and strategies for implementation;

3.Carries out supervisory responsibilities in accordance with the school district’s policies, procedures and applicable laws;

4.Utilizes data to develop and monitor educational goals and initiatives that promote improved academic achievement for all students;

5.Utilizes data to develop and monitor student behavioral/health initiatives;

6.Confers with teachers and students concerning educational and behavioral initiatives in the school;

7.Supervises the instructional program and assists teachers in personal growth improvement;

8.Manages subordinate supervisors, teaching staff and support staff within assigned school;

9.Plans, assigns and directs employees’ work responsibilities;

10.Assumes responsibility for interviewing , hiring, training and appraising the work performance of all employees;

11.Assumes responsibility for the overall direction, coordination and evaluation of all activities within assigned school;

12.Plans and monitors the school budgets, including the requisition and allocation of supplies, equipment and instructional materials as needed;


	Department Head: 
	Date: 
	AssociateChiefExecutive Director: 
	Date_2: 
	Superintendent if applicable: 
	Date_3: 
	Human Resources: 
	Date_4: 
	Job Purpose: Directs and coordinates educational, administrative, and counseling activities of an elementary, middle or high school. Job responsibilities may be performed either personally or through subordinate supervisors and/or personnel.
	L/C: SC Certification in appropriate school level administration
	other skills: N/A
	Preferred Qualifications: Five years teaching experience; three to five years administrative experience
	Primary Cont'd: 13.Directs preparation of class schedules, cumulative records and attendance reports;

14.Addresses concerns and resolves problems;

15.Provides for the safety and security of all students and staff by walking about the school campus and facility and planning and directing building maintenance;

16.Develops and implements a professional growth plan;

17.Establishes and maintains relationships with colleges, community organizations and other schools to coordinate educational services; and

18.Performs all other duties requested by the supervisor.
	Secondary: N/A
	Physical: 
	Exp/Training: Minimum of three years teaching experience; two years experience as an Assistant Principal, or an equivalent administrative position.
	Text12: 
	Text13: 
	Text12 12: 


