JEMEZ MOUNTAIN SCHOOLS

P.O. Box 230

GALLINA, NEW MEXICO  87017
JOB DESCRIPTION

JOB TITLE: 
Superintendent of Schools
DEPARTMENT: 


 ????
SUPERVISOR: 


Reports to:  Board of Education
JOB GOAL: 

Supervises:     Central Office Administrators/Non-Licensed Administrators/Office Staff/School Principals, and all District Personnel.

To provide for effective educational leadership with regards to the administration, instruction and the operation and management of the school district.
PERFORMANCE RESPONSIBILITIES:


The person holding this position must be able to:

· Serve as Chief Executive officer of the Board of Education, leader and accountable officer for all personnel of the school district and liaison between those personnel and the Board; makes administrative rules not in conflict with law or with the policies of the Board, and decides all matters of administrative and supervisory detail in connection with operation and management of the schools, (school district).

· Administer the local board policies, State and federal regulations, and delegates responsibilities to subordinates as he/she deems desirable.

· Attend all meetings of the Board, unless he/she delegates a representative to attend such meetings.

· Accept responsibility for the administration of or the delegation of administrative duties as detailed in a written management plan for the following tasks at the district level.

· Assessment of instructional program and fiscal needs.
· Ensures that all students are supervised.
· Development, implementation and evaluation of Education Plan for Student Success.
· Development and implementation of curriculum, inclusive of alignment and benchmarks, standard based education and performance standards/assessments.

· Provision of leadership for educational development and in-service education of staff.
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· Instructional improvement for staff and students.

· Assessment to determine attainment of district level educational goals.

· Evaluation of all district employees through designee(s).

· Development, publishing and provision of staff training for implementation of procedures for Emergency and Disaster Preparedness Plans.
· Accounts for the District’s Budget and its Management through the Business Manager.

· Be accountable for student learning, district business, budget management, expenditure of funds, dissemination of information and district communications.

· Make recommendation to the Board of Education on all official district business exclusive of employment, re-employment, assignment of faculty/staff to employment classification, transfer, discharge and termination of all licensed and non-licensed employees.

· Direct administrative staff to evaluate and assist teachers and all other employees.

· Oversee that students are classified, assigned, and monitors the promotion of pupils.

· Oversee the assessment of the instructional program and the evaluation of curriculum, textbooks and makes recommendations to the Board.

· Establish an atmosphere which will; 1) promote communication with faculty, staff, students, parents and community; and 2) will promote a mutual understanding of the concerns, opinions and feelings of each group.

· Direct the preparation and development of an annual budget through his/her Business Manager and approves all purchase orders.

· Direct and approves, in accordance with law, Policies and Guidelines of the Board, through his/her business office personnel, purchases, expenditures, and investments, within the limits of the budget; (Applicable to Budget Management).

· Direct studies or surveys of sites and buildings, taking into consideration the population trend and the educational and cultural needs of the district to ensure timely decisions by the Board regarding the need for maintenance, construction and renovation projects; (District-Wide Maintenance Plan and Master Facility Plan).

· Represent the district in dealings with other school systems, social institutions, business firms, government agencies, and the general public.

· Keep the Board Education informed through oral and written reports.

· Keep the public informed media or newsletter about modern educational practices, educational trends, and the practices and problems in the school district.

· Ensure that the school patrons and the public are informed and involved in the acquisition, planning and development of school facilities and that students are provided with adequate facilities which conform to State and Federal mandate(s).

· Comply with Educational Standards, Reform Acts, State Statutes, Federal Laws and Public Education Department (PED) Rules and Regulations.

· Develop and implements the District Management Plan.

· Account for instructional programs, school plant, equipment and other services inclusive of the operation and management of the school district.
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· Approve all In-service Training sessions.

· Develop Job Descriptions for all district employees and delegates responsibilities.

· Develop Performance Plans and evaluates all administrators and other personnel through proper administrative staff.

· Provide for Administrative Training Sessions.

· Account for the District-Wide Accountability Report.

· Direct the preparation of a District Wide Needs Assessment Survey.

· Appoint Advisory Committee(s) or Task Force Committee(s) as required and requires periodic reports of the activities of these committees.

· Perform other assigned tasks required by the Board of Education.

MINIMUM QUALFICATIONS:

Experience/Education:

· Elementary and/or Secondary Licensure
· Administrative Licensure by New Mexico Public Education 
· Successful experience as an elementary or secondary instructor.

· Experience involving school administration and school finances.

· Supervisory Experience Required.
· Demonstrated leadership qualities.

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

· Ability to communicate accurately and effectively.

· Knowledgeable about or experience involving school administration and school finances.

· Knowledge of universal hygiene precautions.

· Knowledge of OSHA regulations.

· 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.
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WORK SCHEDULE:
Contract Days:   ????  (12 Month Contract(s) / 8 Hours Minimum Daily

     Subject to be on call 24 hrs a day.


Hours Per Day:  ????  8 hours per day minimum
Salary:                To be established by the Board of Education on an annual basis, through the adoption of Salary Schedules.
EVALUATION: 
Performance of this job will be conducted in accordance with provisions of the Board’s Policy on Evaluation of the Superintendent.

Through evaluation of the Superintendent, the Board of Education will strive to accomplish the following:

· Clarify for the Superintendent his/her role in the school system as seen by the Board of Education.

· Clarify for the Board Members the role of the Superintendent in light of his/her job description and the immediate priorities among his/her responsibilities as agreed upon by the Board and the Superintendent.

· Develop harmonious working relationships between the Board and Superintendent.

· Provide effective administrative leadership for the school system.

· Perform an evaluation based on his/her administrative competencies and make

· recommendations for employment.

The Board will provide the superintendent with periodic opportunities to discuss superintendent-board relationship, and will annually inform him/her during the month of January of its assessment of his/her performance.
SUPERINTENDENT’S DEVELOPMENT OPPORTUNITIES:
The Board encourages the Superintendent to make every effort to stay informed of educational trends and to seize opportunities for exploring new ideas and programs that may be used to the advantage of the school district. For the benefit of the entire school system, the Board encourages the Superintendent to set aside time each year to attend certain seminars and conferences and visit other school districts in which promising ideas are emerging.
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This job description for Superintendent of Schools 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 Superintendent of Schools.

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:______________

President of the Board of Education
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