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BELLEVUE INDEPENDENT SCHOOLS

JOB DESCRIPTION 

POSITION TITLE:


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

2. Have had at least five years of experience in teaching and/or in the administration of schools.

3. Have demonstrated leadership skills in developing effective educational programs.

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:


Superintendent

SUPERVISES:


All personnel serving in the elementary school.

JOB GOAL:

To use leadership, supervisory and administrative skills so as to promote the educational development of each student.

POSITION PURPOSE:

Under the general supervision of the Superintendent of Schools, to provide leadership and supervision in administering the educational program of the school in order to promote the educational development and achievement of students in accordance with Board of Education policies, administrative procedures, rules and regulations, and applicable law. 
PERFORMANCE RESPONSIBILITIES:

· Acts as the instructional leader for the entire school.

· Evaluates teachers and classified personnel through a variety of assessments that include walkthrough observations, formative observations, committee participation and ultimately a summative evaluation.

· Serves as the chair of the school-based decision making (SBDM) council.

· Maintains the minutes, by-laws and policies of the council for public inspection.

· Provides for the effective daily operation of the school.

· Ensures that the school plant and facilities serve to make for an ideal learning climate that the learning community.

· Promotes a warm, friendly, positive learning climate that promotes and celebrates high student achievement.

· Implements and ensures adherence to district and SBDM council policies and procedures.

· Shares supervision duties with the assistant principal and athletic director of all school athletic events as required by KHSAA.

· Ensures recruitment, selection, assignment and retention of highly qualified teachers, coaches and professionals while fully adhering to collaborative consultation with the SBDM council.

· Responsible for daily communication with the internal and external publics.

· Attends all Bellevue Board of Education meetings and prepares and presents the monthly school report.

· Serves as the presiding officer and master of ceremonies at all school assemblies, honors, academic, athletic events and school commencement exercises.

· Performs additional duties as assigned by the superintendent. 

· Applies all District and School policies and procedures.

· Develops and administers school programs consistent with school district goals and objectives.

· Provides leadership and direction to staff with regard to the ongoing evaluation and improvement of educational programs, including curricular and extra-curricular activities.

· Promotes a school environment that is safe and conducive to individualized instruction, cooperative curriculum development, and student learning.

· Ensures that Board policies and procedures are implemented and followed at the school.

· Continues to acquire professional knowledge and learn of current developments in the educational field by attending seminars, workshops or professional meetings, or by conducting research.

· Encourages staff to continue to grow professionally and to experiment with new approaches or strategies to teaching.

· Organizes and maintains a system for accurate and complete record-keeping and reporting for all student activities, attendance and records as required by law.

· Coordinates the work of school staff and school district program leaders to develop and implement instructional programs and teaching practices.

· Conducts ongoing assessment of student learning, and works with teaching staff to modify instructional methods to fit students' needs, including students with special needs.

· Coordinates with the central office in recruitment and selection of employees, the proper maintenance of employee personnel files, the administration of collective bargaining agreements, corrective action, and other human resource issues.

· Organizes and conducts regular meetings with teachers for continuing development of instructional techniques.

· Involves staff in the evaluation of programs and the planning of new programs.

· Encourages parental involvement in students' education and ensures effective communication with students and parents.

· Ensures that student conduct conforms with the school's standards and school district policies.

· Supervises and evaluates teaching staff and other building employees in accordance with the school district's evaluation plan, and makes recommendations regarding goals, areas needing improvement and continued employment.

· Organizes and manages the budgetary and financial affairs of the school consistent with school district policies.

