Principal Elementary School Job Description (continued)
FOREST GROVE SCHOOL DISTRICT
JOB DESCRIPTION

Position:		PRINCIPAL ELEMENTARY SCHOOL

Classification:		Administrator

Reports to:		Superintendent

Supervises:		Licensed and Classified Personnel at school

Employment:		220 days per year


POSITION SUMMARY:

The Principal of the Elementary School will have complete administrative responsibilities for operations of the school, including coordinating site activities; representing the school within the community; and addressing situations and resolving, problems and/or conflicts that could negatively impact the school.

PRIMARY REPSONSIBILTIES:

Primary responsibilities for the management of all activities at a designated school including:  instruction, scheduling of classes, assignment of employees at the school and the evaluation of their performance, staff development, implementation of district policies and procedures, community relations, extracurricular activities, budget development and implementation.

JOB DESCRIPTION AND RESPONSIBILITIES:

· Lead a school culture conducive and continuous improvement for students and staff

· Supervises instructional program at the school.  Leads improvement in the school’s curriculum and teaching and learning.  Evaluates the effectiveness of existing instructional program and works with teacher and the Chief Academic Officer to improve instruction in the school

· Promotes effective discipline and a positive teaching-learning environment within the school

· Chairs meetings (i.e. curriculum, safety, data teams/PLC’s, RTI, site advisory, special district committees, etc.) for the purpose of coordinating activities and ensuring that outcomes achieve school, district and/or State objectives

· Supervises assistant principals (Upper Elementary only) for the purpose of ensuring fulfillment of position duties and functions

· Composes a wide variety of materials (i.e. quantity reports, student activities, correspondence, etc.) for the purpose of documenting activities, providing written reference and/or conveying information

· Evaluates assigned personnel for the purpose of ensuring that standards are achieved and student learning is maximized

· Facilitates communication between personnel, students and/or parents for the purpose of evaluating situations, solving problems and/or resolving conflicts
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· Implements policies, procedures and/or processes for the purpose of providing direction and/or complying with mandated requirements

· Manages school administrative functions (i.e. facility maintenance, budget, staffing, etc.) for the purpose of maintaining safe and efficient school operations within district guidelines

· Provides professional development trainings on site to support district initiative and instructional improvement

· Presents information (i.e. budget overviews, accounting processes, distribution formulas, etc.) for the purpose of communicating information, gaining feedback and ensuring adherence to established internal controls

· Represents the school within community forums for the purpose of maintaining ongoing community support for educational goals and/or assisting with issues related to school environment

· Supervises instructional personnel (classified and licensed) for the purpose of monitoring performance, providing for professional growth and achieving overall objectives of school’s curriculum

· Assists other personnel for the purpose of supporting them in the completion of their work activities

· Other duties as assigned by the Superintendent


QUALIFICATIONS:

· Oregon Administrative License

· Strong knowledge of curriculum and instruction

· Elementary teaching experience preferred

· Ability to motivate, direct and support instructional staff

· Strong instructional leadership experience

· Outstanding written and oral communication skills

· Strong interpersonal skills

· Knowledge of Oregon laws and school reform

· Positive team approach to leadership and management

· Strong organizational skills; ability to prioritize

· Self starter; proactive

· High visibility at school and in the community

· High expectations for student and staff

· Ability to works collaboratively and support the district administrative team

ESSENTIAL PHYSICAL REQUIREMENTS:

· Able to circulate throughout school building and on school grounds

· Able to use computer, telephone and other office equipment
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