ZACHARY COMMUNITY SCHOOL BOARD POSITION DESCRIPTION

JOB TITLE: Superintendent of Schools 
REPORTS TO: School Board
SCOPE OF RESPONSIBILITIES: 

Provides leadership in developing and maintaining the best possible educational programs and services.
PERFORMANCE RESPONSIBILITIES/ESSENTIAL FUNCTIONS:

· Interprets and implements all Board policies and all state laws relevant to education.
· Makes all administrative decisions necessary for the proper function of the school district

· Supervises, either directly or through delegation, all activities of the school system according to the policies of the Board.

· Represents the Board as liaison between the school district and the community.
· Establishes and maintains a program of public relations to keep the public well-informed of the activities and needs of the school district, affecting a wholesome and cooperative working relationship between the schools and the community.

· Attends and participates in all regular and special meetings of the School Board and makes recommendations of any nature affecting the schools.

· Reports to the Board such matters as deemed material to the understanding and proper management of the schools, or as the Board may request.
· Assumes responsibility for the overall financial planning of the district and for preparation of the annual budget, and submits it to the Board for review and approval.
· Establishes and maintains efficient procedures and effective controls for all expenditures of school funds in accordance with the adopted budget, subject to direction and approval of the Board.

· Files or causes to be filed, all reports required by the state and the school code.

· Makes recommendations to the Board for the selection of personnel of the district.

· Makes and records assignments and transfers of all employees in keeping with their qualifications.
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· Employs such personnel as may be necessary, within the limits of budgetary provisions and subject to the Board's approval.
· Suspends any employee for just cause, and reports such suspension to the Board at the next meeting thereafter for final action.

· Recommends to the Board for final action the promotion, salary changes, demotion, or dismissal of any employee.

· Prescribes rules for the classification and advancement of students, and for the transfer of students from one building to another in accordance with published policies.

· Summons employees of the district to attend such regular and occasional meetings as are necessary to carry out the educational program of the district.

· Supervises methods of teaching, supervision, and administration in effect in the schools.

· Attends such conventions and conferences as are necessary to keep abreast of latest educational trends.
· Accepts responsibility for the general efficiency of the school system, for the development of the school staff, and for educational growth and welfare of the students.

· Defines educational needs and formulates policies and plans for recommendation to the Board.

· Makes all administrative decisions necessary for the proper function of the school district.

· Assigns responsibility for scheduling the use of buildings and grounds by all groups and/or organizations.

· Conducts periodical district administration meetings.

· Performs such other tasks as may from time to time be assigned by the Board.

ESSENTIAL FUNCTIONS:

Minimum requirements as identified by the A.D.A.

COMMUNICATION SKILLS:
The Superintendent of Schools must be able to communicate in English both orally and in writing. Must be able to communicate successfully with the School Board, administration, and the public Must have the ability to develop effective working relationships with other.

EOUIPMENT USED:

Telephones, computers, copy machine, etc.
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STANDING VISUAL INVOLVEMENT: 

Standing, sitting, walking, reaching, bending, and lifting up to 10 pounds with assistance as required. Must have sufficient visual acuity to be able to work with computer monitors, read and interpret computer printouts, etc.

MENTAL INVOLVEMENT:
Must possess sufficient interpersonal skills to function compatibly with others.
HUMAN RELATIONS:
Must have 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 accept recommendations must demonstrate sensitivity/understanding in interpersonal relations with persons of diverse cultures/backgrounds.

QUALIFICATIONS:
Graduation from an accredited college or university with a Master's degree in educational administration or related field and further graduate study. Five years of successful experience in the administration of a major unit in the school system. Possess or is eligible for professional certification in the State of Louisiana. Considerable knowledge of administrative, business and operation principles and techniques. Extensive knowledge of the school system's organization support needs and operation and the ability to direct the action of others, plan, organize, and administer support operations and develop effective working relationships with others.

TERMS OF EMPLOYMENT:

As outlined in Superintendent's contract.

SALARY:
As outlined in Superintendent's contract.

EVALUATION:
This position must 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
