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	JOB DESCRIPTION	

JOB TITLE: Assistant Principal/Assistant Athletic Director 
	Qualifications: 
· WV Professional Administrative Certificate
· Endorsement as Principal 
· Master’s Degree or above in education
· Experience as assistant principal/principal preferred
· Additional Minimum Requirements: Applicants who have recent unsatisfactory evaluations will not be considered eligible for consideration; applicants who demonstrate unsatisfactory interview performance are not eligible for consideration; and, applicants who receive unfavorable reference recommendations will not be eligible for consideration.
· Additional Minimum Requirements for Applicants Not Currently Employed: Applicants who have been dismissed or who have had their contracts non-renewed for cause by another school district are not eligible for consideration; 
· The ability to perform the job duties and responsibilities of the position as contained in the Job Description, with or without reasonable accommodation
Reports to: Principal


· Serves as the Middle School Athletic Director/Event Coordinator
· Completes Sports Evaluations and Observations with assistance from the HS Athletic Director.
· Responsible for Discipline in grades 7-9.
· Responsible for Service Personnel/Professional Personnel observations and evaluations as assigned by the Principal
· Will attend sporting events as well as school activity events
· Adheres to the Grant County Schools Employee Handbook and the Employee Code of Conduct 
· Ensures appropriate supervision of students
· Assists in providing leadership of a positive, safe, and orderly learning environment for all students, faculty, and staff according to policies of the Board of Education and established administrative procedures;
· Assists in providing leadership to the school community in developing and focusing on a shared vision, mission, goals, and continuous school improvement planning consistent with the District vision and goals;
· Possesses knowledge of the principles of site-based shared decision-making and demonstrates ability to facilitate a team atmosphere;
· Possesses current knowledge of school improvement planning and characteristics of effective school operations;
· Demonstrates ability to work with diverse ethnic and socioeconomic communities;
· Possesses current knowledge of theory and practice in special education programming, including inclusion, discipline, IEP development and implementation and ADA compliance including 504 plans and SAT plan;
· Ensures the effective delivery of an instructional program that meets the needs of all students; 
· Assists in providing leadership to the faculty in the ongoing process of evaluating the effectiveness and directing the improvement of educational programming;
· Assists in providing leadership in the analysis of current programs and student achievement results using standards, benchmarks and assessments and the integration of this analysis into curriculum development activities aligned with District/school goals;
· Assists in making administrative decisions in a timely manner and appropriately involves others in the process; 
· Responds effectively to and resolves issues that arise in and outside the school environment that effect the successful operation of the school and student programming;
· Assumes responsibility for distribution and inventory of textbooks and instructional supplies as assigned by the principal;
· Assumes responsibility for preparation of Federal, State, and County reports as assigned by the principal;
· Assumes responsibility for development of master schedule as assigned by the principal;
· Shares in assuming responsibility for all aspects of extracurricular activities, including scheduling of applicable activities and officials, ordering and inventory of equipment, and budgeting;
· Models good human relations skills and interacts positively with all facets of the school community;
· Participates actively in a variety of meetings within the school, district, and community in an effective manner;
· Communicates effectively with parents and involves them in aspects of the school;
· Facilitates collaborative partners with outside agencies and businesses that promote a positive learning environment for all students;
· Supports and promotes special activities in the building that contribute to a positive and comprehensive school experience for the school community;
· Assists in providing leadership and coordination to all staff development activities in the building, ensuring the alignment of these activities with building-based school improvement areas;
· Assists in supervising and evaluating all faculty and staff, including extracurricular staff, assigned to the building and effectively addresses all performance issues in a manner consistent with district policy and practice;
· Participates in interviews for all staff assigned to the building as assigned by the principal;
· Participates in professional development that aligns with the mission/vision of the district;
· Demonstrates ability to apply computer technology in the performance of duties and responsibilities;
· Demonstrates ability of strategies for the implementation of technology in the delivery of instruction to effectively supervise and evaluate;
· Demonstrates ability to plan, organize, and establish priorities for action in conjunction with others; 
· Demonstrates ability to make independent judgments and decisions;
· Demonstrates ability to perform effectively in an atmosphere of multiple and conflicting demands; 
· Performs other duties deemed appropriate and assigned by the Principal and/or the Superintendent or his designee.

	Assistant 	Athletic Director

Reports to: Principal and Head Athletic Director

Supervises: Middle School Athletic Coaches, Athletic Coordinators and Volunteer Support Personnel.  

Evaluates: Middle School Athletic Coaches according to WVDE Policy 5310, if appropriate credentials are held. 

Job Goal: The Athletic Director will coordinate the athletic extracurricular programs, oversee activities, and act as a liaison among the principal, coaches, student athletes, WVSSAC, and the community. 

Responsibilities: 
1. Organization and administration of the overall middle school athletic programs 
2. Coordination of the operation of middle school athletic contests to include but not limited to: Scheduling Practices, transportation, volunteer support personnel (ticket takers, clock operators, announcers, chain crew, gate keepers, etc.) 
3. Secure Security 
4. Schedule routine maintenance and repairs of facilities, recommend improvements and arrange for facilities to be properly prepared for events 
5. Preparing the athletic schedule in cooperation with principal, HS Athletic Director and coaching staff. 
6. Preparation and administration of the athletic budget and bookkeeping (in cooperation with clerical staff) 
7. Requisition of all athletic supplies and equipment 
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