BLOOMINGTON PUBLIC SCHOOLS, SCHOOL DISTRICT 87

POSISTION DESCRIPTION

Job Title:  BJHS Associate Principal of Student Activities        Position Level:  Building Educational Administrator
Location/Department:
  Bloomington Junior High School         FSLA Status:  Exempt
Reports to:  Principal
                                                                 Date Prepared:  May 2005


Job Summary:

Supervision:  Under broad supervision, the position supervises full and part-time teaching staff assigned by the Principal; hall monitors; lunchroom supervisors; other office and technical staff as assigned.  The Associate Principal is also indirectly responsible for cooks and .custodians

Job Duties:

· =     Essential Functions

· Assists with the registration process.
· Assists with the awards programs.

· Supervises development and improvement of the instructional programs.
· Assists in the development of in-service activities for school improvement days, institute days, and faculty meetings.

· Contributes to the development and implementation of the school improvement process and plan.
· Contributes to the school climate that promotes adequate discipline of students, rapport with teachers, and understanding of parents.
· Communicates with all appropriate administrative personnel, teaching staff, parents, students, and others.
· Cooperates with all personnel in assuring the best education for all students, and coordinate efforts to develop the best education.
· Administers the building discipline system.

· Evaluates all teaching staff, program assistants, and clerical staff assigned by the building Principal.

· Provide the means for teachers to be successful through in-service training, counseling, and appropriate example.

· Contributes in the process of assigning and evaluating substitute teachers.
· Provides assistance in the development of a positive public relations program with the parents and the community in general.

· Serves as the athletic director for the junior high school.

· Develops a master schedule of all athletic activities.

· Understands the accounting procedures and develops and oversees the yearly athletic budget. 

· Provides supervision of extra curricular activities and insures that all eligibility requirements are met.

· Administers the Honor Society Program and maintains the Wall of Honor Pictures displayed in the entry to the junior high school.

· Coordinates the fall and winter picture taking process.

· Assists in the organization and administration of the school within the approved policies of the Board of Education.

· Understands the accounting procedures and assists with the development of the yearly budget as requested.

· Provides instruction for the New Teacher Induction Program.

· Accepts responsibility for all reports and special duties as assigned by or with the approval of the building principal and Superintendent of Schools.

· Serves as acting Principal in the absence of the principal.

· Knows the provisions of all collective bargaining agreements and employee handbooks to properly administer those provisions for which the principal is responsible.

· Attends monthly department chair and team leader meetings.

· Attends department meetings as assigned by the Principal.

· Devotes a minimum of five percent of the normal work day to the safety of people involved with the school system and to safeguard the buildings, furnishings, books, and apparatus contained therein form damage and insures proper care and cleanliness.

· Oversees the supervision of the cafeteria during the lunch periods.

· Supervises summer school.

· Performs other duties as assigned by the Principal.


Minimum Requirements:

Education:

Masters Degree, Illinois Type 75 General Administrative Certificate

Years of prior teaching:
2 years

Contract Period:

12 months (260 days)


Approvals:

Reviewed and approved by: _____________________________________________________    Date: _________

Human Resources: _______________________________________________________
_____    Date: ________
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