Desc. 1400-0080

PLYMOUTH COMMUNI TY SCHOOL CORPORATI ON
JOB DESCRI PTI ON

JOBTITLE: Assistant Principal - Middle School

EXEMPT: Yes

SALARY LEVEL: Determined by the Administrative Salary Schedule
LOCATION: Junior High School

REPORTSTO: Junior High Schoal Principal

JOB GOALS: Assistsin directing and coordinating educational, extra curricular, administrative, and
counseling activities of the middle school by performing the following duties.

ESSENTIAL FUNCTIONS ncludethefollowing. Other dutiesmay be assigned.
1. Assiststhe principal in the overall administration of the school.

2. Actsin place of the principal’ s absence.

3. Assiststheprincipal in the process of evaluating certified and non-certified personnel.

4, Sharesresponsibility with the principal for supervision of school activities.

5. Sharesresponsibility with the principal for the supervision of certified and non-certified
personnel.

6. Assumes responsibility in matter s of student discipline.
a.  Administersappropriatedisciplinary action asthe situation may warrant.
b. Providesfor an orderly method of reporting student behavior problemsto those concer ned.
c. Keepsan up-to-datefileon studentswith discipline problems.

7. Super vises the maintenance of accur ate records on the progress and attendance of students.

8. Arrangestransportation to and from athletic events.

9. Servesassuggester to the principal to keep her/him informed of areas of impending difficulties,
placesfor improvement, and continuingstrengthsin the school’ s program.

10. Works cooperatively with problems associated with transporting studentsto and from school.

11. Supervisesand coor dinates other student servicessuch ascorridors, lockers, and lunchroom
activities.

12. Workswith the principal and staff to review, coordinate, and improve curriculum in the school.

13. Cooperatesin the conducting of safety inspectionsand safety drill practice.

14. Helpsto create an atmospherefor learning and promote morale and cooperation with students,
teachers, and administration.

15. Plans and supervisesfiredrillsand emergency preparedness program.

16. Servesasamember of the cor poration administrative team.

17. Writesaccident reportsor causes accident reportsto bewritten and file a copy with the

superintendent’s office.
18. Assumesresponsibility for professional growth and development.
19. Supervisesthe use of school facility for both academic and non-academic pur poses.
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SUPERVISORY RESPONSIBILITIES:
Directly supervises 10 to 50 classroom teacher sand support staff within the school organization.
Carriesout supervisory responsibilitiesin accor dance with the organization’s policies and applicable
laws. Responsibilitiesincludeinterviewing, hiring, and training employees; planning, assigning, and
directing work; appraising performance; rewarding and disciplining employees; addressing complaints
and resolving problems.

QUALIFICATION REQUIREMENTS
Toperform thisjob successfully, an individual must be ableto perform each essential function
satisfactorily. Therequirementslisted below arerepresentative of the knowledge, skill, and/or ability
required. Reasonable accommodations may be madeto enableindividualswith disabilitiesto perform
the essential functions.

EDUCATION and/or EXPERIENCE:
Fifth year college or university program certificate; or twoto four yearsrelated experience
and/or training; or equivalent combination of education and experience.

LANGUAGE XILLS
Ability toread 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 KILL:
Ability towork with mathematical concepts such as probability and statistical inference, and
fundamentals of plane and solid geometry and trigonometry. Ability to apply concepts such as
fractions, percentages, ratios, and proportionsto practical situations.

REASONING ABILITY:
Ability to solve practical problemsand deal with avariety of concrete variablesin situations
where only limited standar dization exists. Ability tointerpret avariety of instructions
furnished in written, oral, diagram, or scheduleform.

PHYSICAL DEMANDS:
Thephysical demandsdescribed here arerepresentative of thosethat must be met by an employeeto
successfully perform the essential functions of thisjob. Reasonable accommodations may be madeto
enableindividualswith disabilitiesto perform the essentia functions.

While performing the duties of thisjob, theemployeeisregularly required totalk or hear. The
employeefrequently isrequired to stand; walk; sit; use handsto finger, handle, or feel objects,
tools, or controls; reach with handsand ar ms; 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 abilitiesrequired 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 berepresentative, but not all inclusive, of those commonly associated with thistype
of work: Pen; pencil; pointer; date; projector; public address system; taperecorder;
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

encounterswhile performing the essential functionsof thisjob. Reasonable accommodations may be
madeto enableindividuals with disabilities to perform the essential functions.

Thenoiselevel in thework environment isusually moder ate.

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

EVALUATION:
Performance of thisjob will be evaluated in accordance with corporation policy and state law.

Revised 11/10/00
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