School District of Santa Rosa County

Job Description

Dean of Students, Elementary 
Reports to:  School Principal

FLSA Status:  Exempt

Department:  School Based

Prepared by:  Human Resources

Date:  March 13, 2014

Job Code:  23046 (K-6), 23045 (K-5)

Principal Duties and Responsibilities (Essential Functions):
· Coordinate with administration and staff in the development of the school’s discipline plan

· Manage and enforce school behavioral expectations

· Facilitate cooperation among all stakeholders (administration, teachers, parents, students) in the appropriate handling of student disciplinary issues

· Maintain and periodically review student disciplinary records

· Serve as a resource to staff in dealing with classroom management issues and recommend curricular and classroom adjustments to meet the special learning needs of individual students

· Supervise students in order to maintain a safe and orderly environment

· Assist the Principal in promoting the welfare of all students and staff and in maintaining a clean and safe school facility.  May enter work orders as needed.

· Assist the Principal in coordinating all aspects of the elementary curriculum

· Assist teachers in interpreting and implementing the District’s curriculum

· Participate in proposed and ongoing curriculum development projects

· Assist the Principal in planning and carrying out staff and parent curriculum meetings

· Serve as a member of the school’s integrated services team

· Assist the Principal in creating and adjusting the school master schedule and duty schedules

· Establish and maintain a system of school-wide textbook accountability

· Schedule and plan inservice programs as directed by the Principal and prepare required reports

· Assist the Principal in maintaining accurate inventory records

· Assist the Principal in grade placement and grouping of students

· Assist the Principal in planning and implementing the school improvement program

· Prepare such records and reports as the Principal may assign

· Complete special assignments assigned by the Principal

· Assume building responsibility in the absence of the Principal

· Participate in professional development activities appropriate for the position

· Assist in the supervision of all school activities and programs

· Maintain high visibility within all areas of the facility

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

Supervision Received:

Supervisor/s – School Administration

Supervision Exercised:

Educational Support as assigned

Minimum Qualifications & Skills Required: 

1. Currently hold or eligible for Florida teaching certificate
2. Four years of successful experience in public school education

3. Currently hold or working toward master’s degree from an accredited educational institution

Currently hold or working toward Florida certificate in Educational Leadership, Administration and Supervision, or Guidance and Counseling PK-12 

4. Deals with confidential information and/or issues using discretion and judgment

Preferred:

Enrollment in or successful completion of the Potential School Leaders training program

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 compensation plan

Teacher position paid from the instructional salary scale

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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