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SUMMARY:  The following is a list of duties and responsibilities that are performed by the 

principal. 
 

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following.  Other duties may be assigned: 

 Develop and sustains focus on a shared mission and clear vision for improvement of learning and 

teaching. 

 Engages in essential learning conversations for ongoing improvement. 

 Facilitates collaborative process leading toward continuous improvement. 

 Creates opportunities for shared leadership. 

 Provides for physical safety. 

 Provides for social, emotional, and intellectual safety. 

 Recognizes and seeks out multiple data sources. 

 Analyzes and interprets multiple data sources to inform school-level improvement efforts. 

 Implements data-driven plan for improved teaching and learning. 

 Assists staff to use data to guide, modify, and improve classroom teaching and student learning. 

 Provides evidence of student growth that results from the school improvement planning process 

(growth of all or most of the students in the school). 

 Assists staff in aligning curricula to state and local district learning goals. 

 Assists staff in aligning best instructional practices to state and district learning goals. 

 Assists staff in aligning assessment practices to best instructional practices. 

 Monitors instruction and assessment practices. 

 Assists staff in developing required student growth plan and identifying valid, reliable sources of 

evidence of effectiveness. 

 Assists staff in implementing effective instruction and assessment practices. 

 Evaluates staff in effective instruction and assessment practices. 

 Provides evidence of student growth of selected teachers (growth of students assigned to a subset of 

teachers that a principal identifies). 

 Managing human resources (assignment, hiring). 

 Managing human resources (ongoing professional development). 

 Managing fiscal resources. 

 Fulfilling legal responsibilities. 

 Communicates with community to promote learning. 

 Partners with families and school community. 

 Identifies barriers to achievement and knows how to close resulting gaps. 

 Demonstrates a commitment to close the achievement gap. 

 Provides evidence of student growth in learning (analyze subsets of the student population that are 

identified for the purpose of closing the achievement gaps between them and the student population 

as a whole). 



 Ability to fill in for essential teaching staff on an emergency basis. 

 Manages student discipline. 

 Supervises and directs district secretary and student records clerk. 

 Attends board meetings and reports as necessary. 

 Manages A.S.B. 

 Interpret transcripts and advise students and their families of high school graduation requirements. 

 Other duties as assigned by the immediate supervisor. 
 

QUALIFICATIONS 

To perform this job successfully, an individual must be able to perform each essential job 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: 

 

 Successful experience working with children and problem solving in new situations 

 Ability to work independently and to independently learn operations, procedures, processes and use 

of equipment. 

 Ability to exercise sound, independent judgment, including handling of confidential matters. 

 Ability to keep work organized and carry out duties effectively under pressure. 

 Ability to communicate clearly and concisely, with courtesy and respect. 

 Ability to interact with others in the work environment, including the ability to adapt to new or 

different conditions, and deescalate others in stressful situations. 

 Ability to be dependable, including good habits in attendance and punctuality. 

 Familiarity with federal and state grant writing and grant compliance including private school 

consultation. 

 Familiarity with special education and ADA laws and governance with the ability to lead special 

education meetings if needed. 

 

While performing the duties of this job, the employee is regularly required to walk and use hands to finger, 

handle, or feel objects, tools or controls and reach with hands and arms.  The employee is occasionally required 

to climb or balance; and frequently required to stand, stoop, kneel, crouch, or crawl, talk or hear; and taste or 

smell. 

 

The employee must frequently lift and/or move up to 10 pounds and occasionally lift and/or move up to 50 

pounds with assistance.  Specific vision abilities required by this job include close vision, distance vision, color 

vision, peripheral vision, depth perception and the ability to adjust focus. 

 

EDUCATION AND/OR EXPERIENCE:  Master’s Degree or higher 

 

LANGUAGE SKILLS:  Ability to read, analyze and interpret appropriate curriculum materials. Ability to 

respond to common inquiries or complaints from parents.  Ability to effectively present information to staff, 

parents, colleagues, and board members. 

 

MATHEMATICAL SKILLS:  Ability to apply concepts such as adding, subtracting, multiplying and dividing 

including basic statistics. 

 

REASONING ABILITY: Ability to define problems, collect data, establish facts and draw valid 

conclusions. 

 

CERTIFICATES, LICENSES, REGISTRATIONS 

 Administrative and teaching certificates and appropriate endorsements 

 



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 talk and hear.  The employee 

frequently is required to stand; walk; use hands and fingers, handle, or feel objects; and reach with hands and 

arms.  The employee must be able to stand or be on their feet for 2 hours without a break. 

 

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. 
 

 The noise level in the work environment is usually moderate. 

 

EVALUATION:  In accordance with Teacher Principal Evaluation as outlined by law. 


