Desc. 1400-0020

PLYMOUTH COVMUNI TY SCHOOL CORPORATI ON
JOB DESCRI PTI ON

JOBTITLE: Assistant Superintendent

EXEMPT: Yes

SALARY LEVEL: Set yearly by the Board of Trustees

LOCATION: Central Office

REPORTSTO: Superintendent

PREPARED BY: Dr. John Hill DATE: 4/1/2003
APPROVED BY: Dr. John Hill DATE: 4/1/2003

JOB GOALS: Directsand coordinates activities concerned with administration of the school system in

accor dance with board of education standards by performingthe following duties.

ESSENTIAL FUNCTIONS includethe following. Other duties may be assigned.

1.
2.

3.
4,

o

10.
11.
12.

13.
14.

15.

16.
17.

Attends board meetings and prepares such reportsfor the Board asthe superintendent may request.

Assistsin the determination of types of programs needed by the schools and makes appropriate

recommendations.

Reports on the status of district programsand services at the request of the superintendent.

Prepares drafts of needed board policies and administrative rulesfor the superintendent’sreview

and action.

Plays a leader ship rolein curriculum planning and in-service education for the professional staff.

Interpretsthe programs, philosophy, and policies of the district to staff, students, and the community

at large.

Maintains liaison with social, professional, civic, volunteer, and other community agencies and

groupshaving an interest in the schools.

Establishes necessary proceduresfor referral and cooperative planning with other “service to

children” agencies, both local and state.

Communicatesto the superintendent the requirements and needs of the district as perceived by staff

members.

Recommends and assists in the recruitment of special services personnel.

Preparesstatereportsand claimsasrequired.

Plays a significant leadership rolein fostering prdessional growth and building of staff morale

throughout the district.

Actsas hearing officer for the Corporation in all student due process hearings.

Assumes responsibility for the smooth running of the school cor poration transportation program.

Works with the Transportation Director to seethat all aspects of the program are up to the federal,

state, and local standards.

A. Workswith the Transportation Director to prepare and submit reportsto the
Superintendent of Schoolsregarding all phases of the transportation program.

Assumes responsibility for the smooth running of the school corporation cafeteria program. Works

with the Cafeteria Director to seethat all aspects of the program are up to federal, state, and local

standards.

A. Works with Cafeteria Director to prepare and submit reportsto the Superintendent of
Schoolsregarding all phases of the cafeteria program.

Establish in-service education and training programs for all non-instructional personnel.

Assumes responsibility for the smooth running of the corporation Adult Education program.
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SUPERVISORY RESPONSIBILITIES:
Directly supervises 10 to 15 school principals, directors, managers, and employees within the school
organization. Carriesout supervisory responsibilitiesin accordance with the organization’s policies
and applicable law. Responsibilitiesinclude interviewing, hiring, and training employees, planning,
assigning, and directing work; appraising performance; rewarding and disciplining employees,
addressing complaints, and resolving problems.

QUALIFICATION REQUIREMENTS:
To perform thisjob successfully, an individual must be able to perform each essential function
satisfactorily. Therequirementslisted below arerepresentative of the knowledge, skill, and/or
ability required. Reasonable accommodations may be made to enable individuals with disabilities to
perform the essential functions.

EDUCATION and/or EXPERIENCE:
Fifth year college or university program certificate. Must hold a valid Indiana license
required for this position.

LANGUAGE SKILLS:
Ability to read and inter pret documents such as safety rules, operating and maintenance
instructions, and procedure manuals. Ability towriteroutinereportsand correspondence.
Ability to speak effectively before groups of teachers, parents, children, and the general
public.

MATHEMATICAL SKILL:
Ability to work with mathematical concepts such as probability and statistical inference, and
fundamentals of plane and solid geometry and trigonometry. Ability to apply concepts such
asfractions, percentages, ratios, and proportionsto practical situations.

REASONING ABILITY:
Ability to solve practical problems and deal with a variety of concrete variablesin situations
where only limited standardization exists. Ability tointer pret a variety of instructions
furnished in written, oral, diagram, or schedule form.

PHYSICAL DEMANDS:
The physical demands described here are representative of those that must be met by an employee to
successfully perform the essential functions of thisjob. Reasonable accommodations may be made to
enableindividualswith disabilities to perform the essential functions.

While performing the duties of thisjob, the employeeisregularly required to talk or hear.
The employee frequently isrequired to stand; walk; sit; use handsto finger, handle, or feel
objects, tools, or controls; reach with hands and arms; and taste or smell.

The employee must frequently lift and/or move up to 10 pounds and occasionally lift and/or
move up to 50 pounds. Specific vision abilities required by thisjob include close vision,
distance vision, color vision, peripheral vision, depth perception, and the ability to adjust
focus.

The employee should be able to use the following machines, tools, equipment, and work aids
which may be representative, but not all inclusive, of those commonly associated with this
type of work: Pen; pencil; pointer; slate; projector; public address system; tape recorder;
blackboard; chalk; charts; diagrams; examinations; manuals, maps, publications; reference
books; textbooks; computers.
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WORK ENVIRONMENT:
Thework environment characteristics described here arerepresentative of those an employee
encounter s while performing the essential functions of thisjob. Reasonable accommodations may be
made to enable individuals with disabilities to perform the essential functions.

Thenoise level in thework environment is usually moder ate.

TERMSOF EMPLOYMENT:
230 days. Salary to be determined by the Board.

EVALUATION:
Theassistant superintendent is evaluated yearly by the superintendent.

Revised 4/4/03
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