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	Position Title:
	Director of Secondary Learning, Polytechnic High School
	Date:
	April 8, 2015

	Reports to:
	Chief Academic Officer
	FLSA Status:
	Exempt

	Term:
	12 Months
	
	

	Supervises:
	Teachers and Support Staff
	
	



POSITION SUMMARY:  The Director of Secondary Learning is the administrative and instructional leader for grades 9-12.  The Director assumes full responsibility for all aspects of the site including:
· implementation of the Cambridge Curriculum, 
· the improvement of student achievement through the ongoing use of assessment data,
· ongoing direction of faculty to utilize research-based instructional strategies,
· school/community relations and university partnerships that emphasize innovation, and 
· the mission of preparing every student for success in graduating from college, contributing to their communities, and competing in a global society. 
Through leadership, supervisory and administrative skills, the Director of Secondary Learning will make the most efficient use of resources available to promote the educational development and well-being of each student in accordance with the mission of ASU Preparatory Academies.
QUALIFICATIONS:

1. Master’s Degree and Administrative Coursework in Education Related Field
2. Three(3) years successful teaching experience
3. Three (3) years successful supervisory experience
4. Experience in schools with diverse and high achieving populations
5. Arizona Administrative (Principal ) Certification preferred

DUTIES AND RESPONSIBILITIES:
1. Provide leadership to promote clearly defined academic focus and vision for learning
2. Communicate and implement the ASU Prep philosophy and vision with the school and community
3. Participate in recruitment, screening and selection of personnel assigned to the school
4. Facilitate the development of curriculum maps by grade level (9-12)
5. Oversee the articulation of curriculum across grades 9-12 and student sub-groups
6. Participate in the selection of curricular materials
7. Help supervise the school’s special education program ensuring compliance with state and federal regulations
8. Facilitate the analysis of all data associated with 9-12 grade students and parents (test results, on-going progress monitoring, parent satisfaction, discipline infractions, absences, tardies, etc.)
9. Utilize and analyze data to develop and monitor a school plan and the educational goals
10. Monitor instruction through review of lesson plans, instructional delivery and feedback to staff on instructional strategies
11. Ensure the appropriate use of technology and integration with the teaching/learning process
12. Evaluate staff and faculty using the appropriate instruments
13. Identify and ensure effective professional development for staff reflecting the various innovations as well as effective teaching strategies
14. Effectively communicate student progress to all appropriate stakeholders
15. Communicate on a regular basis with school staff regarding University-led innovations
16. Establish and maintain relationships with colleges, universities, community agencies and other schools to coordinate educational and other services
17. Monitor and approve expenditure of funds allocated to the school
18. Assist with overseeing the school plant, assuring proper maintenance and security
19. Assist with developing and maintaining an inventory of school property
20. Provide leadership for the school’s parent, student and school-connected organizations
21. Assist with developing and maintaining a communication system with parents and staff
22. Appropriately respond to federal, state, and board regulations in establishing and maintaining a safe and caring learning environment
23. Attend and participate in all pertinent meetings and programs associated with the school
24. Perform other duties as assigned.

KNOWLEDGE, SKILLS AND ABILITIES:

1. Demonstrated knowledge of state standards and researched-based instruction
2. Demonstrated excellence in communication skills both orally and in writing
3. Demonstrated knowledge and understanding of state and federal laws and regulations related to education and student and staff safety
4. Demonstrated ability to build and maintain professional relationships based on mutual trust and respect
5. [bookmark: _GoBack]High level of integrity and strong work ethic to meet the demands of the position
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