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ACSD   JOB DESCRIPTION 

ANDES CENTRAL SCHOOL DISTRICT 
 

 

POSITION:      Principal/Secondary 
REPORTS TO:     Superintendent 
SCHOOL BOARD APPROVAL DATE: July 26, 2018      
FLSA STATUS:    Exempt 
TERMS OF EMPLOYMENT:     In accordance with school calendar and board policy 
EVALUATION:      In accordance with approved Policy 
SUPERVISORY RESPONSIBILITIES:   Staff (certified and classified), and students  
 
SUMMARY:  
The Principal is responsible for the administration of their immediate building as directed by the 
superintendent and enforce the rules of the Board of Education.   
 

QUALIFICATION/BASIC JOB REQUIREMENTS: 
1. BA/BS Degree in Education 
2. Master’s Degree with Administrative Endorsement 
3. Minimum of five (5) years of teaching experience in an accredited elementary or secondary school 
4. Organizational and communication skills 

 

ESSENTIAL DUTIES AND RESPONSIBILITES:  
1. Meets with the superintendent for conferences as often as he/she may require.  Keeps accurate 

and complete records, delegates authority, participates in curriculum study, and is tactful in 
relations with staff, students, and parents/guardians. 

2. Is fully responsible for decisions made in his/her building. 
3. Establishes rules for providing proper order in his/her building as may be agreed upon in 

consultation with the superintendent. 
4. Is present before and after the regularly scheduled school day (i.e. at least thirty minutes). 
5. Promotes the health and safety of students and staff and conforms to regulations set forth by the 

State Fire Marshall.   
6. Examines all class and student records and gives direction so as to ensure that they are being kept 

according to approved procedures.   
7. Is responsible for the supervision of staff within the building and submits all information to the 

superintendent relative to achievement and performance obtained through direct observation in 
the classroom. 

8. Makes employment recommendations concerning faculty members in accordance with district 
policy. 

9. Is responsible for arranging schedules to insure proper oversight and supervision. 
10. Is responsible, along with the assistance of the staff, for student discipline. 
11. Keeps all records confidential (student as well as staff) and makes them available only to 

authorized personnel. 
12. Oversees the continued professional growth of all staff members by arranging in-service training. 
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13. Oversees studies to determine the adequacy of the curriculum and recommends to the 
superintendent new courses of study or improvement in the organization of the curriculum as 
needs arise. 

14. Identifies chain of command procedures.  
15. Assists athletic director in scheduling transportation for trips and any necessary supervision 

involved in any contest/event at home or away. 
16. Assists athletic director in finding workers for athletic events. 
17. Coordinates all school activities with athletic director. 
18. 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.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 


