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Employee Name (Print): _______________________________________


Reports To:		Superintendent

Dept / Campus:	Central Office					Paygrade: P-10

Wage/Hours Status:	Exempt						Date Revised: December 2014


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

PRIMARY PURPOSE:
Direct and manage district Human Resource and Instructional Services activities. Oversee all operations of schools in assigned area, ensuring the achievement of district instructional goals within the area. Actualize the goals of the Board of Trustees and the Superintendent of Schools through area wide planning, direction, program initiatives, benchmarking and continuous improvement. Interpret and recommend policies and regulations for the district.

QUALIFICATIONS:

Education/Certification:
Bachelor’s Degree in personnel management, education, or management-related field
[bookmark: _GoBack]Master’s degree in education or management-related field

Special Knowledge/Skills:
Demonstrated knowledge of school and district organization, operations, policies, and objectives
Knowledge of curriculum and instruction, both in theory and in practical application
Knowledge of the State accountability system and standardized testing
Knowledge of the selection, training, and supervision of personnel
Knowledge of school employment law and hearing procedures
Ability to interpret policy, procedures, and data
Ability to manage budget and personnel
Strong communication, public relations, and interpersonal skills

Experience:
Ten years successful administrative/leadership experience 

MAJOR RESPONSIBILITIES AND DUTIES:
1. Provide leadership to create, implement and evaluate a comprehensive curriculum plan.

2. Support the development, selection and evaluation of instructional and curricular resources to meet learner outcome needs.

3. Supervise operations of and provide instructional oversight to assigned area schools.

4. Evaluate the performance of campus principals in assigned area; meet regularly with principals to collaboratively develop professional improvement plans.

5. Ensure assigned campuses comply with TEA, state, federal, and school board policies and laws.

6. Ensure the offering of a balanced curriculum on each campus in assigned area.

7. Ensure continuous progress in student achievement on each campus in assigned area.

8. Direct the development and maintenance of such records and reports as are necessary for the Superintendent to keep the Board of Trustees informed of the district’s progress and future plans.

9. Assist schools in securing services and resources.

10. Work cooperatively with principals and staff to define personnel needs regarding assignments. Compile and report projections of staff and faculty needs.

11. Coordinate the district application and recruitment program and ensure that the district is represented in a positive and professional manner.

12. Administer the district employee evaluation program and ensure that it is implemented effectively and uniformly.

13. Administer employment contracts and contract renewals.

14. Plan, evaluate, and administer equal employment opportunity provisions and work cooperatively with others to ensure compliance with federal and state laws and regulations.

15. Develop and implement procedures for administering salary, benefits, and other forms of compensation that effectively implement policies adopted by the board.

16. Direct the preparation and revision of job descriptions and the classification of positions in the district compensation plan.

17. Administer the teacher salary schedule and ensure compliance with the state minimum salary schedule requirements. Administer the exempt and nonexempt compensation programs and ensure compliance with federal wage and overtime laws.

18. Develop and implement procedures to ensure that employees are kept well informed of personnel policies, procedures, and programs that affect them. 

19. Ensure that the employee handbook and personnel directory are created, updated annually, and distributed.

20. Implement policies associated with and oversee processing of employee complaints and grievances.

21. Counsels with employees to resolve complaints, difficulties and other matters relating to human resources management.

22. Serves as the District Title IX Coordinator and coordinates investigations involving sexual harassment allegations and complaints.

23. Investigates personnel problems and issues and makes recommendations to the superintendent. 

24. Plan, direct, and coordinate employee benefit programs for the district.

25. Compile district personnel budgets and cost estimates. Provide cost analysis of salary and wage adjustments for the budgeting process.

26. Recruit, train, and supervise department staff and make sound recommendations relative to personnel placement, assignment, retention, discipline, and termination. Evaluate job performance of department staff to ensure effectiveness.

27. Develop training options and improvement plans for department staff to ensure the department’s effective operation.

28. Articulate the district’s mission to the community and solicit its support in realizing the mission.

29. Ensure that departmental operations contribute to the attainment of district goals and objectives.


30. Demonstrate behavior that is professional, ethical and responsible and serve as a role model for all district staff.

31. Know and implement the policies established by federal and state laws, State Board of Education rule, and local board policy in the area assigned.

32. Participate in professional development activities to maintain current knowledge of public relations, human resources and employee benefit rules, regulations, and practices.

SUPERVISORY RESPONSIBILITIES:
Supervise and evaluate the performance of the Director of Human Resources, Director of Special Populations & Federal Programs, Director of STEM, Director of Curriculum and Instruction, and assigned principals. 

WORKING CONDITIONS:

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations will be made if necessary:

Mental Demands/Physical Demands:
Maintain emotional control under stress. While performing the duties of this job, the employee is regularly required to sit; stand and move throughout the district facilities. 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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