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POSITION TITLE: Assistant Principal 

 
F.L.S.A: Exempt, Administrative 
 
QUALIFICATIONS: A minimum of two (2) years of successful 

teaching. 
 Master’s degree or higher in Educational 

Administration and valid Missouri Principal 
Certification. 

 Prior Principalship experience preferred. 
 Effective communication skills. 
 Effective team-building skills. 
 Effective organizational skills. 
 Desire to continue career improvement by 

enhancing skills and job performance 
 
REPORTS TO: The building principal directly, but also reports to 

District level administrator as needed. 
 
TERMS OF EMPLOYMENT: Eleven months, benefits according to Board 

policies. 
 
JOB GOALS:  Assists the building principal on accountability for the educational, 
administrative, and supervisory functions in the school building.  The assistant principal 
communicates and enforces directives and policies approved by the Board of Education 
and Central Office to the building personnel, as delegated by the principal. 
 
ESSENTIAL JOB FUNCTIONS: 
 
1. Assists in general supervision of building and grounds for safety and welfare of 

students and staff. 
2. Responsible for the supervision, and enrollment of students and grade reporting. 
3. Assists with the assignment & evaluation of substitute teachers, teachers and 

classified staff in the building. 
4. Assists the principal in building scheduling, fostering communication between 

stakeholders, and implementing strategies to improve instruction. 
5. Assists the principal in faculty supervision and evaluation in accordance with district 

evaluation policy. 
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6. Shares with principal the responsibility for administering the district’s discipline and 
attendance policies through accepted building procedures. 

7. Develops master schedules. 
8. Develops supervision schedules. 
9. Provides leadership for maintaining an effective school climate. 
10. Promote & ensure a high level of student attendance.  
11. Consistent and regular attendance is an essential function of this position. 
12. Ability to work to implement the vision and mission of the district. 
 
OTHER JOB FUNCTIONS: 
 
1. Shares professional growth activities with staff to improve educational program and 

better meet district goals and expectations. 
2. Performs all duties that are assigned by building principal and Central Office. 
3. Cooperates with, assists and supports other administrators in the analysis and 

solution of their administrative problems when appropriate. 
4. Demonstrate professionalism and appropriate judgment in behavior, speech, dress, 

and appropriate professional manner for the work setting.  
5. Demonstrates effective human relations and communication skills. 
6. Adheres to good safety practices. 
7. Adheres to all district rules, regulations, and policies. 
 
PHYSICAL DEMANDS: 
 
An individual who holds this position must frequently move in and around buildings and 
grounds to visit classrooms, attend meetings and supervise bus loading and unloading 
areas and sit for an hour or more at a time.  An individual who holds this position must 
have the ability to speak and hear in an environment where numerous conversations 
and activities may be taking place simultaneously. 
 
CONDITIONS AND ENVIRONMENT: 
 
The work environment is consistent with a typical office environment; however the 
individual who holds this position will occasionally be required to be outside in 
temperatures below freezing and above 100 degrees. 
The individual who holds this position is frequently required to work irregular or 
extended hours.



  

 

 
 
 
 
 
 
 


