School District of Santa Rosa County

Job Description

Director of Elementary Schools
	Reports to:  Assistant Superintendent for Curriculum & Instruction
	FLSA Status:  Exempt

	Department:  Curriculum, Instruction & Assessment
	Prepared by:  Human Resources

	Date:  March 13, 2014
	Job Code:  12020


Principal Duties and Responsibilities (Essential Functions):
· Directly supervise and evaluate the performance of principals.

· Provide assistance with and opportunities for in-service growth for principals and assistant principals.

· Lead the principals in such a way as to have an effective leadership and management team.

· Provide area-wide leadership for implementation of approved instructional programs.

· Participate with the Assistant Superintendent for Instruction and other Executive Associates in carrying out an approved plan for curriculum development and attendance zones.

· Draw upon services of staff personnel in elementary schools to provide for best use of human resources to enhance learning opportunities.

· Identify and synthesize information on needs and provide liaison for area schools with service functions (keep assistant superintendents informed of areas of need, problem areas, conflict areas in each special service area and work in concert with them to seek resolution).

· Work to develop, maintain and enhance school-community relations and provide for liaison among schools and school communities in the area.

· Constantly assess community opinion and attitudes and inform the Assistant Superintendent on the climate of the community.

· Identify leadership potential in staff personnel and in community human resources and systematically inform and advise the Assistant Superintendent on this matter.

· Provide leadership in the development and management of school budgets and staffing plan implementation.

· Work with civic and governmental organizations to establish, maintain and enhance positive relationships and promote activities of these organizations that complement the goals and objectives of the school system. 

· Work with community agencies to encourage educational partnerships with schools.

· Provide extensive telephone communication to school administrators, parents and concerned citizens.

· Use effective positive interpersonal communication skills.

· Provide administrative guidance with decision-making skills which are reinforced by School Board Policy or State Law.

· Monitor the process of school improvement and reporting, by assuming a strong leadership role.

· Coordinate the SACS accreditation process. 

· Determine and monitor FTE projections for elementary schools.

· Participate in revision and maintenance of the Pupil Progression Plan and Student Code of Conduct.

· Perform other incidental tasks consistent with the goals and objectives of this position.

· Coordinate the volunteer program.

Supervision Received:

Assistant Superintendent for Curriculum & Instruction
Supervision Exercised:

Elementary School Principals

Support Staff as assigned

Minimum Qualifications & Skills Required: 

1. Master’s Degree or higher from an accredited educational institution. 

2. Currently hold or eligible for Florida teaching certificate and certification in administration and supervision, educational leadership, or school principal.

3. Minimum of eight years’ experience in public school education, two of which must have been in administration and/or supervision. Four of the eight years must have been at the elementary level. 

Preferred:

Three years’ experience as an elementary school Principal
Physical Demands:

Exerting up to 20 lbs. of force occasionally and/or up to 10 lbs. of force as needed to move objects.  While performing the responsibilities of the job, the employee is required to talk and hear.  The employee is often required to sit and use their hands and fingers, to handle or feel.  The employee is required to stand, walk, reach with arms and hands, climb or balance, and to stoop, kneel, crouch or crawl.  Vision abilities required by this job include close vision.

Reasonable accommodations may be made to enable individuals with disabilities to perform essential functions.

Terms of Employment:
Approved Administrative Compensation Plan 
12 Months 

8.0 Hours Per Day

Conclusion:

This job description is intended to convey information essential to understanding the scope of the job and the general nature and level of work performed by job holders within this job.  However, this job description is not intended to be an exhaustive list of qualifications, skills, efforts, duties, and responsibilities or working conditions associated with the position.
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