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ACSD   JOB DESCRIPTION 

ANDES CENTRAL SCHOOL DISTRICT 
 

 

POSITION:    Superintendent 
REPORTS TO:     Board of Education 
SCHOOL BOARD APPROVAL DATE: October 11, 2021      
FLSA STATUS:    Exempt 
TERMS OF EMPLOYMENT:    In accordance with school calendar and board policy 
EVALUATION:      In accordance with approved Policy 
SUPERVISORY RESPONSIBILITIES:     
 
SUMMARY:  
The Superintendent is the Chief Administrative officer of the Board with the responsibility of executing 
its policies.  The Superintendent provides general supervision over all schools and receives 
communications relative to school affairs and consults with individuals having business with the 
Board.  All school employees shall be directly responsible to the Superintendent.   
 

QUALIFICATION/BASIC JOB REQUIREMENTS: 
1. BA/BS Degree in Elementary/Secondary Education 

2. Master’s Degree (Minimum) 
3. Education Specialist (EdS) with Superintendent endorsement, PhD or EdD (maximum) in 

Educational Administration with Superintendent endorsement 
4. Excellent communication and organization skills 

 
 

ESSENTIAL DUTIES AND RESPONSIBILITES:  
 

1. Attends all meetings of the Board except when his/her own salary or re-election is being 
considered. 

2. Works with standing board committees to ensure District priorities are being met. 
3. Attends state, national and regional conferences as directed by the Board.  
4. Works in close cooperation with administration and staff.  
5. Provides information for the Board concerning salary considerations or proposals for all 

employees.  
6. Makes such assignments, reassignments and transfers as are in his/her professional judgment 

necessary to secure the highest efficiency of the entire staff. No assignments, reassignments 
or transfers will be made without suggestions from building level administrators.  

7. Has the authority to require reports from all employees as may be desired from time-to-time.  
8. Transmits communication from the Board to members of the administration, certified, 

paraprofessionals, and support staff, and transmits all communication from them to the Board.  
9. Has charge of the operation and the maintenance of the buildings and equipment within the 

District, including studying the needs of the schools and making recommendations to the 
Board requiring needs.  

10. With the cooperation of the business manager, prepares a budget annually for the 
consideration of the Board.  
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11. Makes rules and regulations regarding routine matters that have not been specifically provided 
for in the rules and regulations of the Board.  

12. Performs such duties as the Board may require and in the absence of specific rules and advice 
of the Board, assumes any authority or performs any duty, which any particular situation 
unforeseen and suddenly arising may demand, subject to later review by the Board.  

13. Is (or his/her designee) the official “Attendance Officer” of the district and enforces all 
attendance laws unless the Board designates someone else.  

14. Is responsible for the interpretation of the philosophy, aims, and objectives of the teaching 
program of the school to the community.  

15. Keeps the Board informed on the availability of federal funds and make recommendations 
regarding same.  

16. Keeps proper records so that such up-to-date information is available to the Board and 
employees.  

17. Is empowered to suspend operation of schools when unusual conditions exist (epidemics, bad 
weather, etc.) and in the opinion, suspend operations until the danger no longer threatens the 
welfare of the students.  

18. Meets (along with a committee) to prepare the school calendar and to discuss preliminary 
proposals prior the submission to the Board.  

19. Works closely with all personnel in regards to student transportation needs.  
20. Performs other duties as assigned. 

 
WORKING 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. 
 
The noise level in the work environment is usually moderate to loud.  Duties are performed indoors and occasionally 
outdoors.  The employee must be able to work effectively with a myriad of teachers, administrators, parents, and various 
outside groups. 

 
PHYSICAL DEMANDS:  The physical demands described 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 sit, talk, and hear.  The employee is 
occasionally required to stand, walk, climb or balance, stoop, kneel, crouch and crawl.  The employee must occasionally 
push or lift up to 50 pounds such as boxes and AV/ VCR carts.  The employee is directly responsible for the safety, well 
being, or work output of other people.    Specific vision abilities required by this job include close vision such as to read 
handwritten or typed material, and the ability to adjust focus.  The position requires the individual to meet multiple 
demands from several people and interact with the public and other staff. 
 
The information contained in this job description is for compliance with the American with Disabilities act (A.D.A.) and is 
not an exhaustive list of the duties performed for this position.   
 
 
 
 
 
 
 

 


