Zachary Community School Board

Position Description

JOB TITLE:  Director of Personnel, Elementary Instructional Coordinator,


Early Childhood Education, Risk Manager
REPORTS TO:  Superintendent of Schools
SCOPE OF RESPONSIBILITIES:

Directs and coordinates the human resource functions which include recruitment, selection, placement, transfer, evaluation, discipline, and dismissal procedures in accordance with Board policies, federal, state and judicial mandates.  Partner 

with the Elementary Principals setting high expectations for academic achievement.  Manages and coordinates the safety program as set forth by the Zachary Community School Board.
PERFORMANCE RESPONSIBILITIES/ESSENTIAL FUNCTIONS:
· Assists the Superintendent in the dissemination, interpretation, and administration of approved personnel policies and procedures
· Assists in the staffing of elementary and secondary schools and the placement of classified personnel in accordance with approved policies and procedures

· Assists in planning goals and objectives, curriculum units and individual lessons, classroom organization and management, and objectives for classroom practices in the elementary schools.

· Works to assure compliance with worker’s compensation and A.D.A. regulations and to assure compliance with procedures related to internal investigations

· Directs dismissal procedures leading up to a recommendation and subsequent approval by the Superintendent
· Shows leadership in development of teaching materials, orientation and mentorship for new teachers, demonstration lessons, instructional remediation, support material/literature, and location and incorporation into the classroom of research findings

· Encourages the teaching of excellence and personal and program improvement

· Coordinates the use of curriculum resources and networks and coordinates programs with other supervisors and departments

· Acts as a liaison with the State Department of Education to monitor activities affecting instruction

· Designs, develops, implements, evaluates and modifies safety program

· Trains and motivates employees, and where applicable, students and the community at large based on needs of each facility and division related to safety

· Assists principals, managers and their secretaries with preparation of post-accident documentation
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PERFORMANCE RESPONSIBILITIES/ESSENTIAL FUNCTIONS: (con’t)

· Assists with accommodation and placement of returning employees on full or restricted duty

· Evaluates, selects and reviews cases with the post-accident medical providers

· Prepares accident frequency and severity report by facility

· Provides oversight into incidents involving employee and third party exposure or loss

· Assures completion of employee compiled, post-incident documentation
· Makes recommendations to the Superintendent of Schools and the School Board regarding follow-up action based on review of findings

· Assists with accommodation and placement of new employees and those employees returning to work under ADA accommodation

· Coordinates and assists with special projects

· Develops and implements the Pre-K Program for the district

· Attends all committee and board meetings

· Performs other duties as assigned by the Superintendent
WORK ENVIRONMENT/WORK HOURS:

Individual is required to work in an office setting with a climate-controlled environment subject to School Board energy policy guidelines.  The length of the workday consists of hours assigned by the superintendent and could vary as the result of day/evening activities or emergencies.  In addition, job responsibilities may require work on weekends or holidays and attendance at meetings other than the location of the work site. 
COMMUNICATION SKILLS:
· Must be able to effectively communicate in English both orally and in writing.  
· Must be able to accurately compile and interpret data, summarize information, and provide reports to the Superintendent.  
· Must have ability to accurately give and receive information via telecommunication system and must be able to communicate successfully with all employees of every level and outside agencies.
EQUIPMENT USED:

Telephone, computer, audio-visual aids, copy machine, facsimile machine.
PHYSICAL INVOLVEMENT:
· Standing, sitting, walking, reaching, bending, lifting up to 20 pounds is oftentimes required.  
· Must be able to travel to various locations and move freely within work sites.  
· Must have sufficient visual acuity to be able to work with computer monitors, read an interpret hand written documents.  
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MENTAL INVOLVEMENT:
· Must understand and interpret written and verbal instructions.   
· Must be able to work independently with minimal supervision.  
· Must have the ability to maintain accurate records.  
· Must possess sufficient interpersonal skills to function compatibly with others.

HUMAN RELATIONS INVOLVEMENT:
· Must have the ability to work under the pressure of deadlines, interruptions, and the ability to deal with other employees in such a way as to maintain their goodwill. 

· Must be able to respond positively to supervision and to accept commendations and recommendations.  
· Must demonstrate sensitivity/understanding in interpersonal relations with persons of diverse cultures/backgrounds.

MINIMUM QUALIFICATIONS:
Master’s Degree, Type “A”, Louisiana Teaching Certificate

Successful experience as a Principal or Supervisor of Instruction.
TERMS OF EMPLOYMENT:
12 month employee
EVALUATION:
Shall be evaluated in accordance with the Zachary Community School Board Personnel Accountability Plan.
NOTE:  This job description is a summary of the primary duties and responsibilities of 

   the position.  It is not intended to be a comprehensive listing of all duties and 

   responsibilities.  The Zachary Community School Board reserves the right to 

   change this description at its discretion.

REVIEWED AND AGREED TO BY: 
______________________________



_____________
                     Applicant’s Signature


                                           Date
__________________________________________



Print Name

