
Job Description – Superintendent

Qualifications:  
Ph.D. or equivalent with K-12 administrative experience, Arizona Superintendent Certified, ability to provide leadership in improving curriculum with experience in planning, implementing, and supervising quality instructional programs, experience with teaching staffing and principal evaluation, able to demonstrate decisive and creative leadership skills, and possess effective fiscal management skills.  Must successfully pass a background check.
Reports to:
Governing Board

Job Goals:
To be the Chief Executive Officer for the Governing Board and to promote the vision and mission of Camp Verde Unified School District.
I.    Professional Responsibilities

1. Demonstrates effective team building

· Is fair and consistent in dealing with others

· Uses discretion in handling situations that require confidentiality

· Encourages and practices effective communication

· Promotes a positive climate

· Demonstrates high expectations for self and others

2. Demonstrates effective communication skills

· Uses written and oral communication professionally

· Communicates decisions in a timely manner

· Gives clear and explicit explanations

· Plans for and promotes positive public relations

3. Establishes systematic procedures for identifying and accomplishing goals

· Forecasts needs and availability of resources
· Determines priorities
· Develops goals and objectives

· Establishes timelines

· Organizes and assigns resources

· Implements established plans

· Evaluates plans

4. Provides leadership

· Initiates positive new ideas

· Provides motivation

· Assists others in the enhancement of developing individual strengths

· Participates in staff development

· Stays current in job-related activities

· Adapts to and supports change

· Demonstrates service to the school

· Demonstrates service to the community
· Keeps the Governing Board informed
5. Acts in accordance with district policies/procedures, philosophies and state/federal regulations

· Consistently follows, maintains, and conforms to district policies/procedures and state/federal regulations

· Promotes and monitors staff conformance and takes appropriate action when necessary

· Participates in the development and review of school policies and regulations

· Strives to stay informed regarding policies and regulations applicable to his/her position

· Selects appropriate channels for resolving concerns/problems

· Promotes district vision, beliefs, values and mission

6. Demonstrates employee responsibility

· Is on time and well prepared
· Provides professional information to the school district as requested

· Completes duties accurately and promptly

· Encourages, models, and maintains high standards of conduct

· Attends meetings and serves on committees

· Maintains and submits required reports in a timely manner

· Promotes the belief that all students can and will learn

· Communicates effectively with parents and community

· Maintains professional relationships with colleagues, supervisors and peers

· Performs other duties as requested by the Governing Board

II. Job Specific Responsibilities

     Improving the educational process

7. Serves as an effective leader for the administrative team
· Meets on a regular basis with the administrative team
· Orients new team members to the district
· Develops a meaningful organizational chart
· Supervises methods of teaching, supervision, and administration

8. Monitors Student Achievement
· Evaluates the district’s instructional program

· Encourages high expectations

· Develops and maintains a positive educational program 
    Working with the board
9. Demonstrates ability to be the board’s executive officer
· Is consistently on time and well-prepared for board meetings

· Makes recommendations that are well-defined, objective, timely, and lead to successful and practical results

· Writes communications to the board which are clear and concise

· Meets with the board at its convenience

· Serves as a spokesperson for meet and confer

10. Offers professional advice to the board on all matters requiring board action, placing before the board such facts and quality information as needed to make informed decisions
· Establishes priorities to meet district goals

· Effectively plans, prepares, and distributes written school board meeting agendas

· Demonstrates promptness and accuracy in reports to the board

· Provides friendly and constructive criticism

· Assists with student discipline hearings

11. Keeps the board informed on problems, solutions, and general operations of the school system
· Provides prompt and accurate reports to the board

· Clearly communicates about district needs and programs

12. Provides effective assistance and guidance to the board in developing and maintaining board policies
· Encourages board members to read publications and attend appropriate educational in-service meetings

· Provides the board with timely and pertinent information regarding national and state meetings

· Develops a long-range plan for continuous updating and revision of the district’s policy

13. Assists the board in self improvement
· Conducts in-service activities for new members

· Offers in-service activities for veteran members

· Conducts annual board evaluation sessions

· Assists board in developing board goals

· Assists board in accomplishing board goals

14. Attempts to create and maintain a harmonious and trustworthy working relationship with the board
· Identifies and analyzes pertinent elements in a problem situation

· Establishes priorities and seeks relevant data

· Considers alternative solutions before making decisions

· Makes logical decisions based upon available information

· Treats board members in an unbiased and impartial manner

· Is equally accessible to all members by phone or personal meetings

· Uses discretion in handling confidential information and difficult situations

Managing operations
15. Provides leadership skills to assist the board in the process of planning long-and short-range goals relating to buildings and grounds
· Provides accurate projections of resources and expenditures

· Provides for utilization and development of appropriate sources of revenue

· Provides for advanced planning and building utilization making recommendations on renovations, closing, construction, and attendance boundaries

· Develops and monitors enrollment projection reports

16. Develops annual goals and implements plans to attain goals, which include progress reports to all stakeholders
· Submits a plan to the board for long-range strategic planning

· Regularly reviews and updates long-range goals in conjunction with the board of education

· Supervises the efficient maintenance of school records including financial reports, personnel records, and official documents including the board policy manual

· Provides for the effective management of all support services, including transportation, maintenance, and clerical, necessary to facilitate effective student learning

· Supervises and participates in preparation of required reports to area, state, and/or federal agencies

17. Supervises fiscal operation of the district effectively
· Cooperates in developing the budget

· Monitors budget expenditures

· Keeps accurate financial records

· Develops accountable procedures for handling funds

· Seeks funding from additional sources

Working with the community
18. Establishes and maintains a community relations program
· Keeps the public informed about policies, practices, goals, problems, and accomplishments of the district’s schools

· Works with parent and student groups

· Ensures that parents receive regular reports on their children

· Encourages parental involvement in school activities and issues

· Respects the differing views of others

19. Establishes open communication with news media
· Is visible and accessible

· Provides press releases on a timely basis

· Contributes timely news columns and interviews

· Meets on a regular basis with the news media
20. Presents a positive image of the school both within and outside the community
· Communicates high expectations for its staff and students

· Maintains a firm belief that public schools are operated for the benefit of the children

· Manages a district-wide-community public relations program

· Builds and maintains coalitions among respective community groups in support of the schools

· Attends school activities

21. Solicits parent and community input and commitment to district goals, policies, and programs
· Establishes community advisory committees

· Implements community needs assessment

· Makes regular presentations to community groups as needed

22. Maintains communications with other governmental agencies
· Meets with other officials and agencies as needed to accomplish district goals

· Attends appropriate meetings

· Cooperates with civic groups and service organizations

Board-Adopted Goals
Accomplish district goals

1. Create and support learning environments that offer opportunities for student success
2. Promote effective and proactive communication District wide

3. Identify and implement programs and ideas that attract and retain students
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