BLOOMINGTON PUBLIC SCHOOLS, SCHOOL DISTRICT 87

Position Description

Job Title:  Assistant Superintendent          Position Level:  Cabinet Educational Administrator

                   of Human Resources

Location/Department:  Educational Services Center                              FLSA Status:     Exempt

Reports To:                    Superintendent of Schools                            Date Prepared:  July  2002



Job Summary:

The Assistant Superintendent of Human Resources is responsible for recruiting and selecting district staff; to coordinate district personnel relations; to make recommendations with respect to negotiations; to assist the Superintendent of Schools in formulation of overall school district objectives, policies, procedures, and plans; to carry out related duties and responsibilities as required.

Supervision:

Personnel assigned by the Superintendent of Schools; one Administrative Assistant; Personnel Coordinator; Benefits Coordinator; Director of Vocational Education.  The Assistant Superintendent of Human Resources is also indirectly responsible for building principals; certified staff; classified staff; assigned office and technical employees.

Job Duties:

· =     Essential Functions

Serves in the absence of the Superintendent of Schools, when directed by the Superintendent, as chief administrative officer of the district.

· Assists the Superintendent with all personnel and public relations issues.

· Develops a district wide recruitment program.  Coordinates the recruitment, selection, and orientation of staff including university-recruiting visits.

· Plans and implements programs in employee relations, community development, and demographic analysis.

· Makes recommendations to the Superintendent and the Board of Education with respect to negotiations and labor relations.

· Serves as chief negotiator for the Board of Education as assigned by the Superintendent.

· Establishes and maintains open lines of communications with district labor unions.

· Confers and advises administrative personnel in the application and interpretation of collective bargaining agreements.  Manages grievance, arbitration, discipline, and dismissal matters for the district.

· Serves as liaison with Board legal counsel on matters assigned.

Assists principals and other administrative staff in the identification and planning of administrative staff development needs.

Coordinates services with other school districts and agencies.  Serves as district representative to these school districts and agencies in the areas assigned.

· Insures all district funds are allocated and spent following Bloomington Public Schools, School District 87 guidelines and those of the funding source.

· Serves as Board of Education Hearing Officer and Complaint Manager as assigned by the Superintendent.

· Maintains all records following district policies, the rules and laws of the State of Illinois, and the rules and laws of federal regulations.

· Evaluates the performance of personnel under direct supervision.

· Executes such general responsibilities common to all administrative positions of the school district and additional responsibilities as directed by the Superintendent.


The above description covers the most significant duties performed, but does not exclude other occasional work assignments not mentioned, the inclusion of which would be in conformity with the skills and responsibility levels appropriate for this position.

 

Minimum Requirements:
Education: Master’s Degree; Type 75 Certification; Superintendent Endorsement.  

Experience: Administrative experience; 5 years experience as a building principal, with collective bargaining experience and personnel work.

Contract Period:  12 months, 260 Days


Approvals:

Reviewed and approved by: ____________________________________
 Date:_______________________

Human Resources:___________________________________________
 Date:_______________________

Assistant Superintendent of Human Resources

