JEMEZ MOUNTAIN SCHOOLS

P.O. Box 230

GALLINA, NEW MEXICO  87017
JOB DESCRIPTION

JOB TITLE: 
Assistant Principal
DEPARTMENT: 


 ???
SUPERVISOR: 


Principal
JOB GOAL: 

To support the implementation of the Instructional Program under the general supervision of the site principal, the assistant principal assumes administrative responsibility and instructional leadership for the public school assigned, including the discipline of students and the planning, operation, supervision and evaluation of the educational program of the school. 

PERFORMANCE RESPONSIBILITIES:


The person holding this position must be able to:

In addition to other duties prescribed by law, the assistant principal shall:

· Implement district attendance policy at the site level.

· Perform other duties assigned by the principal to implement policies of the local school board.

· Enforce all laws and rules applicable to the school, district, or educational program of the state agency.

· Exercise supervision over students on property belonging to the public school.

· Evaluate the performance of school employees as assigned and under the supervision of the Principal and develop professional development plans or job improvement plans to assist school employees to improve.

· Provide a classroom model for effective instructional techniques for staff.

· Observe/conference/coach teachers in implementing effective instructional practices.

· Provide staff development to teachers.

· Facilitate communication with the community regarding school events.

· Take disciplinary action against school employees as necessary.

· Furnish all reports as required.

· Comply with state approved Code of Ethics of the educational profession.

· Log all out-going long distance calls and fax transmittals.

· Perform other assigned tasks required by the Principal or his/her authorized designee(s).
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MINIMUM QUALFICATIONS:


Experience/Education:

· Administrative Licensure by New Mexico Public Education Department or working in a planned program with a University/College leading towards an NMPED Administrative License.

· Elementary and/or Secondary Teaching Licensure.
· ???? years certified experience in a school system, to include a minimum of ???? years teaching experience.

· Knowledgeable about or experience involving school Administration.

· Demonstrated leadership qualities.

· Other qualifications determined to be necessary by the Board of Education.
Skills/Knowledge:

· Must know how to properly operate or be willing to learn to operate all multimedia equipment including current technology.  
· Demonstrate an ability to manage time effectively and to deploy financial and human resources in a way that promotes student achievement.
Physical Requirements:

· Ability to perform the job and access the environment for which assigned.  The following may be required:  Sitting, standing, lifting, moving about the room or school, carrying (up to 50 pounds), reaching, squatting, kneeling, prolonged typing, physical ability to type on a keyboard terminal, and moving light furniture.
Environment/Scheduling:

· Must be able to work within various degrees of noise, temperature, and air quality.  Interruptions of work are routine.  Flexibility and patience are required.  Must be self-motivated and able to complete job assignment without direct supervision.  After hour work may be required.

WORK SCHEDULE:
Contract Days:   ????  Term of Employment to be established by the Board of Education on an annual basis through adoption of the School Calendar. (8 Hours Minimum Daily)


Hours Per Day:   8 Hours Minimum Daily

Salary:                 To be established by the Board of Education on an annual basis,     through the adoption of Salary Schedules.
EVALUATION: 
Performance will be evaluated in accordance with provisions of adopted Board Policy.
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This job description for  Assistant Principal  is effective upon receipt.  This job description may be revised at any time in response to needs of the District.
EMPLOYEE ACKNOWLEDGMENT OF RECEIPT AND UNDERSTANDING

I acknowledge that I, ____________________________________________, (please print your name), have read and understand the job description for Assistant Principal.

I further acknowledge that I can and have been given the opportunity to ask questions to clarify matters I do not understand.  I understand the job duties and requirements of the position, and certify that I am able to perform these duties without accommodation.  If I require accommodation to complete these job duties in the future, I agree to inform my supervisor immediately.  I also agree to follow district safety rules and accident prevention procedures, and will observe the limitation on lifting identified in this document.





_________________________________________________





Employee ( Print Name)





_________________________________________________





Signature





_________________________________________________





Date

Approved by:_________________________________ DATE:______________

Principal
Approved by:_________________________________ DATE:______________

Superintendent
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