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Chief Academic Officer
Reports To:
Superintendent

Dept/Campus:
Central Office



Paygrade: P-9
Days:  222

Wage/Hour Status: 
Exempt 


Date Revised:
May 2017

This job description reflects management’s assignment of essential functions; it does not prescribe or restrict the tasks that may be assigned.

PRIMARY PURPOSE:
Primary responsibility of authority and accountability for the academics and operations of the campuses in the district.  Leads the educational performance of the district through a clear vision and strategic direction for the district’s systems of curriculum, instruction, professional development, and campus operations to ensure high academic programs of quality and best practices.  Direct and manage the operation instructional services division to ensure effectiveness in instructional programs and services.  Direct and manage the operations of the district elementary and secondary campuses. 

QUALIFICATIONS:
Education/Certification:
Master's degree in educational administration
Texas Principal or other appropriate Texas certificate

Certified instructional supervisor and appraiser in Texas Teacher Appraisal System
Special Knowledge/Skills:
Ability to strategize, plan and implement systems and programs effectively

Results oriented and data driven decision making
Deep understanding of curriculum frameworks, pedagogy, quality classrooms materials; experience developing and implementing curriculum for a wide variety of grade levels and subjects

Builds consensus and resolves conflicts; exhibits willingness to have difficult conversations

Demonstrates excellent execution and project management skills, including attention to detail, organizational skills, ability to balance the big picture with detailed steps to reach the end goal and ability to balance multiple projects and priorities
Ability to lead and coordinate diverse district functions and operations
Ability to evaluate instructional and campus programs 

Exhibits strong focus on goals and results. Sets clear metrics for success

Motivates, inspires, and moves other adult s to action to achieve ambitious goals

Strong communication, public relations, and interpersonal skills

Calm and patient demeanor with others
Experience:
Five years of leadership experience in school administration. Preferred district level experience.
Demonstrated success leading strategic educational initiatives

Experience with Texas Principal Evaluation and Support System a plus

MAJOR RESPONSIBILITIES AND DUTIES:

1.  Direct and lead the operations of the instructional services division including curriculum and instruction, special populations, student testing, staff development, federal programs,  district planning and other related instructional programs. 

2.  Direct and manage the operations of all elementary campuses and the high school campus to provide leadership and support in ensuring effective instructional and operational programs to meet high levels of accountability.

3.  Encourage campuses and programs to be self-directed and focused on the district's mission.

4.  Prepare reports and assist the board in evaluating the effectiveness of school programs.

5.  Provide vision and strategic direction for the district’s curriculum, instruction, and school improvement initiatives, aligned with the long term strategy to improve student achievement and narrow the achievement gaps.
6.  Reduce the variability in curriculum, instruction, and assessment and implement a vertically aligned curriculum and assessment system, and consistent delivery of instruction aligned with state standards.
7.  Provide leadership in developing long-and short-range plans for district growth and improvement.

8.  Develop and monitor accountability systems and evaluation rubrics and leverage data to inform strategic direction. Lead and effectively utilize the District Data Leadership Team to target needs and data driven decision making.  
9.  Collaborate with district instructional leaders and district departments to ensure support to teachers and effective delivery of instructional programs and services to school.  
10.  Provide direction and maintain current knowledge of educational reform, instructional best practices, and state regulations in all aspects of PK-12 education.  Collaborate with campuses, school departments, community agencies, local universities and other organizations to implement ongoing evaluation and improvement of instructional programs with a focus to increase student achievement.  
11.  Develop administrative procedures and regulations for the management of instructional services and campus operations. 

12.  Accurately prepare and submit in a timely manner any and all reports required by the board, the Texas Education Agency, and other federal and state agencies and any records subpoenaed by a court of law.

13.  Ensure that funds are expended in accordance with the approved budget for assigned areas.

14.  Oversee the appropriate allocation of materials and staff resources for academic departments and campuses, ensure their use for the purposes intended and enforce appropriate accountability for disbursements and expenditures.  
15. Ensure campus discipline and campus discipline management plans are systematic, legal and established to provide staff with an appropriate framework to meet the needs of the students.  
16.  Recommend and ensure equitable administration of student discipline management policies are implemented in elementary and secondary campuses.
17.  Conduct conferences with parents, students, and employees concerning school and student issues.

18.  Work with staff, board, and community in planning and implementing programs and policies to enhance student performance.

19.  Pursue professional development through reading, attending conferences, and involvement with related agencies.

20.  Develop and implement effective communication between the schools and community; promote community support and involvement with the schools.

21.  Represent the district in activities involving other school systems, institutions, agencies, and professional or community groups.

22.  Display professionalism in dealing with students, parents, staff, and community.

23.  Other duties as assigned by the Superintendent.

SUPERVISORY RESPONSIBILITIES:  

Supervise and evaluate the performance of the Executive Director of Instructional Services, elementary and secondary campus principals
WORKING CONDITIONS:
Mental Demands:
Ability to communicate effectively (verbally and written); interpret policy, procedures, and data; coordinate district functions; maintain emotional control under stress; supervise others in a non-coercive manner

Physical Demands:
Frequent district-wide and statewide travel; occasional prolonged and irregular hours
The foregoing statements describe the general purpose and responsibilities assigned to this job, and are not an 

exhaustive list of all responsibilities, duties and skills that may be required.
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