School District of Santa Rosa County

Job Description

Director of High 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:  12030


Principal Duties and Responsibilities (Essential Functions):
· Supervise and appraise the performance of high school principals and other personnel assigned.

· Integrate the District mission with school improvement initiatives. 

· Assist principals in developing, implementing and evaluating high school programs.

· Coordinate the short- and long-range planning process with high school administrators. 

· Represent high schools at District-level functions.

· Coach and/or mentor and form partnerships with principals in a developmental growth process.

· Involve high school principals in problem identification and problem-solving related to commonly identified concerns related to school operations. 

· Provide leadership for school improvement activities in high schools.  

· Conduct on-site visits to schools. 

· Coordinate the transfer or assignment of personnel and programs between/among high schools.  

· Facilitate the preparation and review of budgets. 

· Coordinate activities among all levels of school principals. 

· Provide information and advice to the Assistant Superintendent regarding the effective and efficient operation of high schools. 

· Serve in an ex-officio capacity on District-level committees representing high schools. 

· Assist principals with staffing patterns, facility maintenance/operations, student management, community relations, program operations, organizational patterns, and space utilization. 

· Assist principals with the development and maintenance of technology systems. 

· Involve principals in systematic and team approaches to school leadership and management. 

· Guide principals in relative professional growth and development activities in the pursuit of individual and organizational success. 

· Keep well informed about current trends in education. 

· Work with appropriate personnel in the planning, modification and construction of school facilities. 

· Assist school principals, as needed, in the recruitment, selection, placement and appraisal of school-based instructional personnel. 

· Assist in the development of administrative guidelines.

· Assist in the development of policies.

· Supervise assigned personnel, conduct annual performance appraisals and make recommendations for appropriate employment action.

· Prepare all required reports and maintain all appropriate records.

· Prepare office budget.

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

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

· Identify and synthesize information on needs, and provide liaison for high schools with service functions.

· Determine and monitor FTE projections for the high schools and the District.

· Direct the revision and maintenance of the Pupil Progression Plan and Code for Student Conduct.

· Coordinate the SACS accreditation process.

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

Supervision Received:

Assistant Superintendent for Curriculum & Instruction
Supervision Exercised:

High School Principals

Subject Area Coordinator

Assigned Support Personnel

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 high school level. 

Preferred:

Three years’ experience as a High 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 Unit 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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