
NYE COUNTY SCHOOL DISTRICT - Human Resources Department
Assistant Principal (K-5, K-8 or 6-8) 

FLSA Status: EXEMPT 
Classification: Certified 
Terms of Employment: 8 hours per day, 210 days or 212 days (number of days may vary based on school size 
and grade levels) 

JOB GOAL: Assists with planning, organizing, administering, and directing all activities and functions at the 
Elementary/Middle/Junior High School level which are essential to the operation of a responsible, effective, and 
efficient instructional environment, which provides maximum opportunity for student growth. 

ESSENTIAL DUTIES AND RESPONSIBILITIES: 

This list of Essential Duties and Responsibilities is not exhaustive and may be supplemented with other duties as 
assigned by the Supervisor which does not conflict with the Master Agreement between NCSD and NCASA. 

1. Complies with the code of ethics of the education profession, and upholds and enforces school rules,
administrative directives, district policies and administrative regulations in accordance with statutory
regulations of the State of Nevada and Federal Law.

2. Works with staff to develop, implement. and maintain school level policies and procedures.
3. Works cooperatively with, and maintains professional relationships with district employees and other

professionals within specific area of responsibility.
4. Serves as an instructional leader for the school staff.
5. Works with the principal and staff to develop and maintain a school environment that is conducive to

learning, and appropriate to the maturity and interests of students.
6. Works with the principal to implement and coordinate, at the school level, the district instructional program,

including ancillary and support services.
7. Monitors school level programs and services for compliance with district policies and procedures.
8. Monitors student behavior for compliance with school code of conduct and NCSD Parent/Student

Handbook.
9. Implements disciplinary procedures that comply with the district established discipline policy.
10. Monitors staff and student behavior for compliance with safety procedures.
11. Assesses the appropriateness and quality of programs and/or services for changes in programs, personnel,

facilities, materials, and equipment based on student needs.
12. Makes recommendations to the principal for changes in program, personnel, facilities, materials, and

equipment, as needed.
13. Observes and evaluates teacher performance, pursuant to state statutes and the appropriate negotiated

agreement, and provides assistance to individual teachers in an effort to improve classroom instruction.
14. Supervises and evaluates the work of assigned school level classified personnel, and makes

recommendations for improvement in work performance.
15. Observes, records, and commends exceptional qualities in assigned staff members and makes

recommendations to the principal to provide them with leadership opportunities at the school.
16. Provides assistance or counsel to assigned staff members.
17. Works with the principal and staff to develop, coordinate, and implement staff development and in-service

training programs at the school level.
18. Maintains professional competence through in-service education activities and/or self-selected professional

growth activities.
19. Plans and conducts staff meetings, as required or assigned.
20. Assists with the recruitment and selection process of school-based personnel, as assigned.
21. Identifies needs within specific area of assigned administrative responsibility and prepares budget requests

for the principal.
22. Manages budget for specific area of assigned administrative responsibility.
23. Prepares and maintains accurate and complete records and reports as required by law, district policies,

and administrative regulations.
24. Attends district meetings and participates on committees, as required.
25. Meets with individuals and/or groups from the community, as required.
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