Soledad enrichment action Charter School 
Job description

Job Title:
Principal

Job Code:


Department:
Instructional Support Services

FLSA Status:
Exempt - Fulltime

Reports To:

summary:   To provide educational and administrative leadership to the professional staff and students at designated sites; plan, direct, and supervise the work performed by subordinate teachers, maintain liaison with other schools.  In addition, provide responsible and professional staff assistance and development in management of the education program; and to perform related duties as assigned.

Essential duties and responsibilities:   Requires specialized subject matter expertise in educational programs, as well as extensive, directly related and progressive administrative and supervisory experience.  Knowledge is generally applied to personnel management within established policy guidelines.  Under administrative direction, makes decisions of critical impact or consequence, impacting the goals, organization and administration of education program.  Supervisory responsibility for the following: planning, assigning, reviewing, and evaluating the quality and quantity of work for a number of instructional staff.  Most frequently meets with internal staff such as teachers, School Psychologists, and other educational staff to influence, motivate, and to act as a liaison for the assigned school(s) or sites.

Duties may include, but are not limited to the following:

· Plan, direct, assign, and supervise the Special Education and schools educational programs conducted within one or more educational school sites, including but not limited to three stations education model and block schedules.

· Direct and monitor support activities necessary to ensure the conduct of the educational programs.

· Oversee, review, and participate in the development and design of curriculum; establish and administer curriculum priorities.

· Establish individualized educational plans, determine placement and monitor delivery systems for pupil services.
· Direct and assist assigned staff through the conduct or approval of conferences, meetings, bulletins, in-service workshops, demonstrations, and classroom visits.

· Coordinate programs with a variety of outside agencies, school districts, and other office service programs.

· Confer and discuss a variety of educational school-related issues and problems with students, teachers, parents, and other school officials.

· Develop and maintain effective systems for the schools’ classroom records.

· Inspect and approve on-site therapeutic and instructional equipment.

· Maintain proper security and inventory of assigned equipment.

· Maintain proper security and inventory of assigned equipment.

· Prepare and present a variety of reports, records, and statistical data regarding activities, attendance, and instructional needs and services.

· Research, analyze, and recommend changes in school policies, procedures, and service programs.

· Select, train, supervise, and evaluate assigned personnel.
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· Initiate, monitor, and evaluate individual educational plans for large numbers of students.

· Confer with parents and social service agencies on the instruction and special needs of handicapped children.

· Develop and maintain support teams comprised of professional support personnel.

· Maintain public relations contacts with SELPA’s and school districts.

· Oversee, supervise, and evaluate large numbers of instructional staff.

· Perform related duties as assigned.

· Travel from school site to school site located within the Los Angeles County Area.

Qualifications:   Must have the knowledge of:
· Principles, theories, practices, methods, and techniques used in classroom instruction for special education or general education programs.

· Methods and approaches to planning specialized instructional program and services, according to identified needs and requirements.

· Federal, State, and local laws, codes, ordinances, and regulations as they pertain to public schools for the educational programs.

· Evaluation and assessment techniques used in determining proper teaching and instructional methods. 

· Management principles and practices in relationship to budget administration, purchasing, financial administration, and records systems maintenance.

· Personnel management principles and practices, including selection, training, supervision and performance evaluation.

Ability to:

· Assume primary and direct responsibility for the operation and administration of one or several school sites.

· Provide effective administrative and educational leadership to assigned instructional staff. 
· Oversee the efficient internal operations of school administration including employee performance, scheduling, and curriculum development.

· Identify, plan, and articulate future educational programs, approaches, and methods to meet student needs.

· Develop, design, and participate in the process of staff development and teacher training. 

· Respond to difficult questions, inquiries and complaints from parents, students, teachers and officials from other school districts and outside governmental agencies.

· Oversee an effective program of school records maintenance.

· Communicate effectively, orally and in writing.

· Select, train, supervise, and evaluate subordinate personnel.

· Provide own transportation.

Education/experience:   Any combination of education and experience likely to provide the required knowledge and abilities would be qualifying. Primarily, working with at-risk youth that have not been successful in traditional educational settings. 

Equivalent to a Master’s degree in education or closely related field from an institution of high learning accredited by one of the six regional accreditation associations as recognized by the Council on Postsecondary Accreditation.  License or Certification-Must possess a valid California Supervisory or Administrative Credential.
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