Zachary Community School Board

Position Description

JOB TITLE:  Dean of Students
REPORTS TO:  Designated Administrator/Supervisor
SCOPE OF RESPONSIBILITIES:

The Dean of Students will aide students, teachers, administrators and parents in understanding and relating to the school objectives and missions. Serve as a general link between students and administration.
PERFORMANCE RESPONSIBILITIES:
· Assists in developing and implementation of effective community relations programs.
· Provides educational leadership by creating an environment conducive to teaching and learning
· Assists in administering and supervising all school activities

· Assists in planning, preparing and distribution of student and teacher handbooks

· Assists in interpreting and administering policies, rules and regulations, established by the legislature, by state and local boards of education, school district administration and school administration

· Establishes and maintaining  process for daily accounting of attendance of all students

· Assists in monitoring teacher duty post

· Assists in administering the total school health program, including student insurance, school immunization records, student and employee accident reports, and providing basic first aid until professional care is available

· Assists in providing plant and campus security

· Prepares and submit reports as required for the effective operation of school facilities
· Performs other duties as assigned by the principal or his designee

ESSENTIAL FUNCTIONS

The essential functions for the position of Dean of Students include the physical and mental involvement requirements noted in this position description in addition to regular reliable attendance given the limited number of employees available to perform the essential functions of this position. It is also essential that the Dean of Students be able to follow the directives of superiors in insuring the harmonious operation of the department.
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COMMUNICATION SKILLS:
The Dean of Students must be able to communicate in English both orally and in writing. Must be able to communicate successfully with the public. Must be able to accurately compile data, summarize information and provide reports to the principal. 

EQUIPMENT USED:

Telephone, computer, facsimile machine, copy machine, two-way radio.

PHYSICAL INVOLVEMENT:

Standing, walking, reaching, bending, lifting up to 20 pounds is sometimes required. The Dean must have the ability to provide own transportation to schools, work location, and meeting sites. Mobility skills are necessary to access a variety of work locations.
MENTAL INVOLVEMENT

Must possess sufficient interpersonal skills to function compatibly with others. Must respond positively to supervision and to accept suggestions for improvement.
HUMAN RELATION INVOLVEMENT:

Must possess sufficient interpersonal skills to function compatible with others. Must respond positively to supervision and to accept suggestions for improvement.

TERMS OF EMPLOYMENT:

9 Month Teacher

QUALIFICATIONS

Should meet State minimum certification requirements for a teacher as outlined in the State Department of Education Bulletin 746. Minimum of five (5) years successful teaching experience with evidence of leadership ability.
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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

