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   Assistant Superintendent Academic Services/Continuous Improvement 
 

 
FLSA Status: 
Exempt, Administrative 

Qualifications: 
   Doctorate preferred 

MA required in job related area 

Certification and Licenses: 
Missouri certification in Superintendent 
Administration  
 

Clearances: 
Criminal Justice 
Fingerprint/Background 
Clearance 

Salary Schedule: 

TBD 

Experience: 
Experience in both teaching and 
administration. 
Proven leadership skills. 
Such alternatives to the above qualifications 
as the Board may find appropriate. 
Desire to continue career improvement by 
enhancing skills and job performance. 

Reports to 
Superintendent of Schools 

 

Terms of Employment 
12 month employee, with benefits according to Board policy 

 
Purpose Statement 
The job of Assistant Superintendent of Academic Services/Continuous Improvement is done for the purpose of 
developing leadership and to direct a continuous improvement cycle related to curriculum and instruction school 
improvement planning and program effectiveness based upon actual student needs.  

 

Essential Job Functions 
 

1. Oversees the development, implementation, and evaluation of the district’s quality program. 
2. Provides leadership and direction to the district’s quality program. 
3. Plans, implements, and administers programs of student performance. 
4. Coordinates student performance programs and activities with system-wide programs and activities. 
5. Evaluates, assesses, and reports on all student performance programs. 
6. Establishes administrative procedures to guide and direct accountability effort. 
7. Actively supervises and provides direct assistance and counsel to principals. 
8. Leads and facilitates the Comprehensive School Improvement Plan and Building School Improvement Plan          

process. 
9. Works with principals in the development and operation of the student performance programs. 
10. Participates in the development, periodic reviews, budgets, and procedures of Technology. 
11. Studies the ever-changing educational needs in the district and develops staff training programs that will 

effectively meet these needs. 
12. Coordinates the development of strategic goals and objectives that may realistically be met by the district. 
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13. Develops innovative ideas and concepts, and devises realistic pans and programs that may be adopted or 
implemented to execute those ideas. 

14. Serves as primary coordinator and consultant in developing or selecting, administering, interpreting, and 
reporting the district’s evaluation programs and procedures. 

15. Serves as a primary coordinator in developing, administering, and reporting statistical studies and analyses 
made in the district. 

16. Develops, implements, interprets, and communicates the results of the district’s testing program to the entire 
school staff, to the Board, and to other interested parties. 

17. Assists in the planning and organization of in-service activities. 
18. Supports building principals in the analysis and solution of problems with programs or areas of concern within 

their buildings. 
19. Prepares and submits reports and other documents as required by the superintendent and the Board. 
20. Works cooperatively with leaders of other administrative divisions in integrating and coordinating individual 

efforts into a unified program for the district. 
21. Recommends to the Board for its adoption all courses of study, curriculum guides, and major changes in texts 

and time schedules to be used in the schools. 
22. Oversees the timely revision of all curriculum guides and courses of study. 
23. Establishes procedures for the purchase of books, materials, and supplies.  Purchases items related to 

curriculum.  
24. Consistent and regular attendance is an essential function of this position. 
25. Ability to work to implement the vision and mission of the district. 

 

Other Job Functions 
1. Collaborates with superintendent to coordinate the Missouri School Improvement Plan and Advanced district 

accreditation process. 
2. Maintains communication with educational leaders at the local, state, and national levels to remain abreast of 

educational trends and issues. 
3. Assists the superintendent in the development of Board of Education policies and district procedures to 

accomplish the district’s mission. 
4. Participate in professional conferences, in-service sessions, etc. to keep abreast of current practices. 
5. Participate in professional conferences, in-service sessions, etc. to keep abreast of current practices. 
6. Coordinates the administration of the student teacher practicum program.  
7. Attends meetings as required. 
8. Demonstrate professionalism and appropriate judgment in behavior, speech, dress, and appropriate 

professional manner for the work setting.  
9. Demonstrates effective human relations and communication skills. 
10. Complies with good safety practices. 
11. Complies with all district rules, regulations, and policies. 
12. Performs such other tasks and assumes such other responsibilities as the superintendent may assign. 

 

Skills, Knowledge and Abilities 
 

SKILLS are required to perform multiple, highly complex, technical tasks with a need to upgrade skills in order to 
meet change job conditions. Specific skill based competencies required to satisfactory perform the functions of 
the job include: negotiating skills, communication skills, time management skills, project planning skills, 
developing and administering budgets; operating standard office equipment including utilizing pertinent 
software applications; planning and managing multiple projects; preparing and maintaining accurate records; and 
training, developing and supervising staff. 

 
KNOWLEDGE is required to perform advanced math; review and interpret highly technical information, write 
technical materials, and/or speak persuasively to implement desired actions; and analyze situations to define 
issues and draw conclusions.  Specific knowledge based competencies required to satisfactorily perform the 
functions of the job include:  strategic planning processes, district personnel policy, state certification process, 
accounting/bookkeeping principles; pertinent codes, policies, regulations and/or laws; human resource 
processes and procedures; education code; theory of collective bargaining and contract administration; and 
compensation theory.   
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ABILITY is required to schedule a significant number of activities, meetings, and/or events; often gather, collate, 
and/or classify data; and use job-related equipment.  Flexibility is required to independently work with others in 
a wide variety of circumstances; analyze data utilizing defined but different processes; and operate equipment 
using standardized methods.  Ability is also required to work with a significant diversity of individuals and/or 
groups; work with data of widely varied types and/or purposes; and utilize job-related equipment.  Independent 
problem solving is required to analyze issues and create action plans.  Problem solving with data requires 
analysis based on organizational objectives; and problem solving with equipment is limited to moderate.  Specific 
ability based competencies required to satisfactorily perform the functions of the job include:  adapting to 
changing work priorities, dealing with frequent and sustained interruptions; developing and maintaining positive 
working relationships; facilitating communication between persons with divergent positions; implementing 
change; maintaining confidentiality, meeting deadlines and schedules; providing direction and leadership; and 
setting priorities. 
 

Physical Demands 
The usual and customary methods of performing the job’s functions require the following physical demands; 
some lifting, carrying, pushing, and/or pulling; and significant fine finger dexterity.  Generally the job requires 75% 
sitting, 15% walking, and 10% standing.   

 
Conditions and Environment 
The individual who holds this position will regularly work in a generally clean and healthy environment. 


