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Maury County Board of Education
Columbia, Tennessee

JOB DESCRIPTION
JOB TITLE:

    Assistant Principal

REPORTS TO:
    Principal

CONTRACT:
    11 months (238 days)
QUALIFICATIONS:

1. Valid teacher license with endorsement in administration/supervision at appropriate grade level;

2. Administrative or supervisory experience in accordance with state law and State Board Rules and Regulations, based on the minimum of a master’s degree; and
3. Possesses a valid driver’s license and has access to dependable transportation.
ESSENTIAL FUNCTIONS:

1. Assists the principal in the overall administration of the day to day operations of the school and keeps the principal informed;

2. Serves as principal in the absence of the regular principal;

3. Assists in maintaining discipline throughout the student body and deals with special cases as necessary;

4. Performs such record-keeping functions as the principal may direct;

5. Supervises teachers and departments as assigned by the principal;

6. Performs such other tasks and assumes other responsibilities as the principal may from time to time direct; 
7. Understands regular Education and Special Education laws, rules, and regulations;
8. Notifies and collaborates with parents to resolve student/student and student/teacher issues;
9. Uses data sources, such as, formative and summative assessments and communicate the data to the school community;
10. Uses data to facilitate change and communicate data driven decisions to all stakeholders;
11. Assesses student academic needs for the purpose of meeting all TCAP, NCLB, RTTT, and ACT/Explore benchmarks and recognizes gaps in student achievement and implements appropriate educational responses;
12. Reviews, revises and implements the school crisis management plan;
13. Possesses confidence in using technology as an administrative, student management, instructional, and communication tool;
14. Works with administrators to develop data driven professional development;
15. Must learn and implement the new evaluation system for the 2011 school year as legislated by law and district and school level policy;

16. Familiar with state reports, extended contracts, Title II funding, School Improvement Plan, school report card, TVAAS website;
17. Knowledgeable in master scheduling, teacher certification, and course codes;
18. Creates a culture of professional learning communities through collaboration to produce continuous school improvement and student achievement;
19. Follows laws set forth by the State/Federal Government and follows policies/procedures set forth by the Maury County Board of Education; and
20. Other duties as assigned by principal.
PHYSICAL DEMANDS:
This job may require lifting of objects that exceed 50 lbs., with frequent lifting and/or carrying of objects weighing up to 25 lbs.  Other physical demands that may be required are as follows:

1. Pushing and/or pulling

2. Climbing

3. Stooping and/or kneeling

4. Reaching

5. Talking

6. Hearing

7. Seeing

INTERPERSONAL SKILLS:
1. Adaptability to performing a variety of duties, often changing from one task to another of a different nature without loss of efficiency or composure.

2. Adaptability to accepting responsibility for the direction, control, or planning of an activity.
3. Adaptability to dealing with people beyond giving and receiving instruction.

4. Adaptability to making generalizations, evaluations, or decisions based on sensory or judgmental criteria.

CAPACITY AND ABILITY REQUIREMENTS:
Specific capacities and abilities may be required of an individual in order to learn or perform adequately a task or job duty.
1.  Intelligence:  The ability to understand instructions and underlying principles.

Ability to reason and make judgments.  
2.   Verbal:  Ability to understand meanings of words and ideas associated with them.

3.   Numerical:  Ability to perform arithmetic operations quickly and accurately.

4.   Manual Dexterity:  Ability to move the hands and fingers easily.
WORK CONDITIONS:
Normal working environment.
Eleven month employment.
GENERAL REQUIREMENTS:
This job description is not intended to be all-inclusive; an employee will also perform other reasonably related job responsibilities as assigned by immediate supervisor and other management as required.

This organization reserves the right to revise to change job duties as the need arises.  This job description does not constitute a written or implied contract of employment.

