NOAH WEBSTER SCHOOLS
JOB DESCRIPTION

Job Title:
Assistant Principal
Reports To:
CFO, Principal and HR Director
SUMMARY The Assistant Principal will aid the Principal and HR Director in the overall administration of both Noah Webster Mesa and Noah Webster Pima’s schools. This position would involve assisting in student discipline, student attendance issues, and instructional leadership as directed by the Principal. The job of Assistant Principal is done for the purpose/s supporting the Principal, HR Director and Noah Webster Schools administration.  A proposed list of duties to aid the Principal are as follows:
ESSENTIAL DUTIES AND RESPONSIBILITIES including the following.  Other duties may be assigned.
Assisting with minor parent Issues, all issues of an elevated nature would be handled by the principal. 

Assists in reviewing curriculum needs, training and implementation with the Principal and the staff.

Policy/Procedure review/implementation with teachers and staff, alongside the COO, CFO, Principal and HR Director.

Analyze student/teacher data with Principal. 

Mentoring new, and struggling teachers as directed by the Principal. 

Assists the Principal and HR Director with Teacher Improvement Plans as directed.

Assists the Principal and HR Director with staff interviews as needed.

Assisting Principal/Directors with minor student discipline issues, all issues of an elevated nature would be handled by the Principal.

Conducts informal observations and pop-ins as directed by the Principal.

Assist administration with trainings as needed.

Conducts New Teacher Meetings (weekly/monthly).

Attends Grade Level Meetings as directed by the Principal.

Assists the Principal in conducting Data Meetings.

Active member of Mesa and Pima Events Committee.

Attends Lead Meetings

Participates on the STARC Committee.

Attend director meetings.

Assist the Principal as a Lead Mentor.

Assists the Principal and HR Director with Recruiting.

Schedule: Work Year Round

BONUSES / INCENTIVES
NWS has established several incentive programs for purposes of rewarding employees who have demonstrated excellent performance.  NWS reserves the right to amend, add, or cancel these programs at anytime.  Incentives will be rewarded to employees who achieve determined goals.  NWS’s incentives will only apply to returning staff.  Non returning staff will not be included in the incentive programs.  NWS’s current incentive program is being provided under separate cover.
SUPERVISORY RESPONSIBILITIES
Meet individually with teachers as assigned by administration.
Attend monthly Lead Teacher meetings.

Meet with Principal, CFO and HR Director as assigned by administration.

Mentor and train team members for areas of concern with students, parents, curriculum and academic progress as assigned by administration.

SCHOOL COMMUNITY RESPONSIBILITIES

NWS employees are expected to maintain positive communications and respectful behavior, maintain confidentiality in sensitive matters, be punctual and conscientious at all times, participate in site based decisions, cooperate and participate in school programs and activities as well as school social and fund raising events, demonstrate a commitment to continuous professional improvement and participate in constructive criticism as opposed to engaging in negative/harmful activities or communications. 

QUALIFICATIONS 
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed below are representative of the knowledge, skill, and/or ability required.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
EDUCATION and/or EXPERIENCE

Individual must hold a Masters’ Degree (MAED) from a four-year college or university. A minimum of eight years of teaching and 5 years of Lead Teaching or related experience.

LANGUAGE SKILLS

Ability to read and interpret documents such as safety rules, operating and maintenance instructions, and procedure manuals.  Ability to write routine reports and correspondence.  Ability to speak effectively before large and small, including groups of students, parents, and/or co-workers.
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.

While performing the duties of this job, the employee is regularly required to use hands to finger, handle, or feel; reach with hands and arms; climb or balance; and talk or hear.  The employee frequently is required to stand; walk; sit; stoop; kneel, crouch, or crawl; and taste or smell.  The employee must frequently lift and/or move up to 10 pounds.  Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception, and ability to adjust focus.

WORK ENVIRONMENT The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is occasionally exposed to outside weather conditions.  The noise level in the work environment is usually moderate.
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