Steel Center Job Description

Title:  Assistant Director, Principal    





Issue Date:  April 1, 1997                                                           Revision Date: August 5, 2014


Reports To: Executive Director of Steel Center

Supervision and Performance Evaluation: Executive Director of Steel Center

Accountability Objectives: 

This position is accountable for assisting in the planning, organizing, orienting, supervising and evaluating the instructional and support programs and staff of the Steel Center in accordance with the policies and procedures of the Steel Center’s Advisory Board of Education, state and federal laws and regulations.

Nature and Scope: 

The responsibility of this position is to assist the Executive Director or serve as their designee in developing, implementing and revising the various components of the strategy plan. This also includes the vision and mission for the school, establishing goals while planning and directing the instructional activities for each of the CTE programs available in the school setting.

Assisting the Executive Director in planning and implementation of the planned courses of study for each of the career and technical education curriculum offerings. In fulfilling this responsibility, the incumbent works within the guidelines of PDE and the school’s policies and procedures for developing the planned course of study. The incumbent provides briefings to the Executive Director, the Area Superintendents and the Advisory Board relative to the status of the planned course of study which is being developed. The incumbent works very closely with the staff in the development of the planned course of study and in recommending materials and equipment necessary to implement it. In addition, the incumbent assists the Executive Director in the development of a curriculum.       

Assists in organizing the staffing pattern necessary to implement the various programs and to provide the necessary custodial/maintenance and clerical support systems is another responsibility of the position. Following the determination of the staffing needs of the school, the incumbent assists in recruiting, screening, interviewing and recommending the best qualified person for the vacancy. The incumbent also assists in interviewing and recommending substitutes for employment.

Designing, producing, revising an Instructor’s Guide and the Student/Parent Handbook are a responsibility of the incumbent. In fulfilling this responsibility the incumbent works with the Executive Director to insure accuracy, legality and enforceability.  The incumbent works with the instructors in the preparation of the guide and any associated orientation processes.
The position assists in supervising and evaluating personnel in accordance with the policies and procedures of PDE and the Advisory Board. In case of an unsatisfactory rating, the Executive Director and the incumbent meet with the employee to plan corrective strategies. If the employee does not improve; the incumbent participates in the dismissal procedures. 

The position is responsible for administering the established discipline policy for the school. The principal is responsible for a proactive, preventative positive school culture approach to modifying behavior and conduct within the school.  The discipline policy allows for appropriate consequences to be implemented according to misconduct divided into levels of severity.    Discipline action taken by the incumbent is reported immediately to the administration at the student’s home school and the student’s parents/guardians.  
The incumbent is responsible for maintaining a liaison with high school administration of the districts who are members of the jointure to keep them informed of the activities of the school and receive their input relative to program changes. The incumbent also attends and participates, when necessary, in meetings of the Steel Center Joint Advisory Board to provide background information on agenda items.
The incumbent is responsible for assisting the Executive Director in the formulation and preparation of the school’s budget within the guidelines established by the Advisory Board and the Superintendent of Record.  In addition, the incumbent assists the Director in monitoring the approved budget.

Assists the Executive Director in planning, organizing, coordinating and/or presenting professional development activities for the staff is another responsibility of the position. The incumbent also assists the Executive Director in the planning and implementing of chapters 339 and 4 of the PA school code, staff development plans and the teacher induction programs. In addition, the incumbent assists in orienting staff members and substitutes to the school’s policies and procedures.

Keeping the participating school districts, student, parents, public, trade organizations, Advisory Board, staff, etc., served by the school informed of the school’s mission, goals, needs, successes, policies, services, etc. is another area in which the incumbent assists the Executive Director.

Student and school safety is another responsibility of the position. The incumbent works with a Safety Committee on all safety issues. Overseeing management of the student and teacher parking lots is another responsibility of the position. The incumbent is also responsible for overseeing the management of safe loading and unloading of students from district buses. In addition, the incumbent reviews and processes all field trip requests and makes recommendations to the Executive Director. If the trip is approved, the incumbent oversees scheduling of the appropriate transportation i.e. school van, charter bus or school bus and follows through on any discipline problems and informs the Executive Director and the member school administration.

Maintaining student attendance records and implementing the provisions of the school’s attendance policy is another responsibility of the position. The incumbent assumes the responsibility as management administrator of the ClassMate Student Accounting System. As the management administrator, the incumbent is responsible for overseeing all relevant operational aspects of this system.  The incumbent will designate user privileges to the staff and monitor various system operations such as grading, attendance, curriculum, discipline, student master information, etc.  The incumbent is responsible for completing and submitting to the Executive Director all required attendance reports, maintaining and safeguarding all the attendance record information.  
Administering the provisions of the Collective Bargaining Agreement is another responsibility of this position. During the negotiations, the incumbent provides input or reactions to the proposals.

Qualifications:
-Master’s Degree in education

-Certified as a Principal and Vocational Education Director (or be Act 24 eligible)
-Five (5) years of experience in public education, preferably within a Career and Technical education setting
Principal Accountabilities:

1. Responsible to oversee the following Pennsylvania Department of Education (PDE) required reports and processes during the course of the school year:

· As administrator, oversees and submits Pa. Information Management Reports (PIMS)

· PDE-4504 ADM report information to sending school districts and PDE

· PDE-4061A Child Accounting Report (CAD)

· PDE-320 CATS program approval process

· PDE-360 Safe Schools Report

2. Assist in designing and implementing all of the components of the school’s plans in order to be in compliance with PDE regulations.

3. Assist in the development, structure and the implementation of planned courses of studies for the career and technical education areas provided in the school’s program of studies to ensure that students can successfully enter post-secondary life college and career.
4. Assist in recruiting, interviewing, recommending and evaluating certified and classified personnel to ensure that the students are receiving their education from a well-qualified and certified staff.

5. Assist in planning, coordinating, and/or presenting professional development activities for staff members in order to increase their effectiveness and efficiency in performing their responsibilities.

6. Prepares and disseminates Instructor Guide and Student Handbook. Orientates students, faculty and staff to the material in them to ensure familiarity.

7. Assist in supervising the maintenance and custodial operations, including contracted    services, for the facility so that the students and staff members are housed in a clean, safe, secure, attractive and comfortable educational environment.

8. Implement the disciplinary policies and procedures of the Advisory Board as outlined in the Student Handbook, for the purpose of insuring the proper control of students that will result in an optimum non-threatening environment for all students.

9. Utilize the student support services to facilitate timely intervention of such services in order to assist students in becoming more successful in the learning process.

10. Assist in planning, presenting and/or implementing communication strategies which explains the goals, objectives and activities of the program of the school to a variety of publics.

11. Supervise the loading and unloading of students on district busses and initiate any disciplinary action necessary in order to ensure the safety and welfare of the students.

12. Administer the Collective Bargaining Agreements to ensure that all provisions of the approved agreements are enforced as written.

13. Maintain attendance records and prepare all necessary attendance reports in a timely manner in order that the school be in compliance with the regulations of PDE. 

14. Provide a safe environment for all staff and students within the school setting.

15. Oversee transportation for student field trips to ensure safety and cost effectiveness.

16. Manage the operation of the activities of the school in the absence of the Executive Director in order to ensure proper control of students and continuity of programs.

17. Assume responsibilities associated with being management administrator of the Classmate Student Accounting System.

18. Conference with parents, sending school personnel and relevant staff members as needed to discuss educational issues, school policies and/or information related to student achievement, attendance, behavioral, learning or performance problems.

19. Evaluate personnel, curricula, teaching methods and programs to determine their effectiveness, efficiency and utilization to ensure compliance with federal, state and local regulations.
20. Develop and implement effective induction plan for new employees. 
Additional Accountabilities:
1. Assist administration in setting educational standards and goals and establishing policies and procedures to carry them out.

2. Review and analyze relevant survey data, regulatory information and data on demographic and employment trends to forecast and make recommendations to administration concerning enrollment patterns, curriculum and program needs.

3. Collaborate with instructional staff to develop and maintain curriculum and to set annual CTE program goals and objectives.

4. Additional duties as assigned.

PHYSICAL DEMANDS: 
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 may be made to enable individuals with disabilities to perform the essential functions. 

• Sitting for extended period of time 

• Lifting, carrying, pushing, pulling 35 pounds 

• Moving fingers and hands in a repetitive manner 

• Ability to speak clearly and distinctly when communicating 

• Hearing clearly 

• Adequate vision to perform duties 

The information contained in this job description is for compliance with Americans with Disabilities Act (ADA) and is not an exhaustive list of the duties performed for this position. Additional duties are performed by the individuals currently holding this position and additional duties may be assigned. 

TERMS OF EMPLOYMENT: Twelve months. Salary, work schedule, evaluation and other conditions of employment are in accordance with current Steel Center Act 93 Agreement and applicable policies.

APPROVED BY THE  

EXECUTIVE DIRECTOR:__________________________________________DATE:__________ 

REVIEWED BY THE

ASSISTANT DIRECTOR, PRINCIPAL:__________________________________________DATE:__________
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