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BELLEVUE INDEPENDENT SCHOOLS
JOB DESCRIPTION

POSITION TITLE: 

ASSISTANT PRINCIPAL – HIGH SCHOOL

QUALIFICATIONS:
1. Holds a valid certificate in accordance with rules and regulations of the Commonwealth of Kentucky Education Professional Standards Board.

2. Have at least three years of teaching experience.


3. Have strong knowledge of curriculum, instructional 
strategies and state/national education reform.


4. Possess an educational philosophy that clearly supports the school’s mission statement. 


5.
Exhibit a willingness to work as part of the school and district administrative teams. 
REPORTS TO:
Building Principal
JOB GOAL: 

To use leadership, supervisory and administrative skills to promote the educational development of each student, and to assist the principal in all aspects of the school administration.
PERFORMANCE RESPONSIBILITIES:
· Evaluates teachers and classified personnel, as assigned by the school principal, through a variety of assessments that include walkthrough observations, formative observations, committee participation and ultimately a summative evaluation.
· Shares supervision duties with the principal and athletic director of all school athletic events as required by KHSAA.
· Assumes the role of the school principal and serves as the chair of the school-based decision-making (SBDM) council when the principal is out of the school building.

· Performs additional duties as assigned by the principal and superintendent.

· Applies all District and School policies and procedures.
· Assist in establishing and maintaining an effective learning climate in the school.

· Assist in planning, organizing and implementing all school activities consistent with SBDM council policy.

· Assist with the preparation of the school’s budget and assist in monitoring the expenditure of school funds.

· Assist with the maintenance of all required building records and reports.

· Assist with scheduling classes within SBDM guidelines.

· Assist with the development, revision and evaluation of the curriculum according to SBDM policies.

· Maintain high standards of student conduct and enforce discipline adhering to all due process rights of the student.

· Attend special events held to recognize student achievement and attend school-sponsored activities, functions and athletic events, as assigned by the principal.

· Assume responsibility for professional growth and development through membership and participation in professional organizations, and attendance at regional, state and national meetings, as assigned by the principal.

· Assist with the supervision of professional, paraprofessional, administrative and classified personnel assigned to the school.

· Assist with planning for special conferences between parents and teachers.

· Assist with the safety and administration of the school plant.

· Assist with the supervision and evaluation of the school’s extracurricular programs.

· Serve as an ex-officio member of committees and councils as assigned by the principal.

· Responsible for the administration of discipline at assigned school.

· Perform related duties as assigned by administrator or Superintendent.
