CHRISTINE DUNCAN’S HERITAGE ACADEMY


Dean of Students Job Description
First and foremost, the CDHA Dean of Student shall be committed to serving the needs of CDHA operations, including the CDHA Principal, staff, students, and families.  He/She is a leader, who:
· is driven by the CDHA Vision/Mission – as communicated by the CDHA Principal.

· will guide and lead in a direction that affirms the goals and intent of the Principal and Governing Council.

· has as a commitment to high academic achievement within a diverse student population.

· is committed to social justice and will model effective leadership.

· has a sense of urgency and a strong work ethic.

· has clear and open communication, fairness and high standards.

· has high standards and is committed to excellence while understanding of the needs and interests of a diverse community.

The CDHA Dean of Students reports directly to the Principal, who will have the sole responsibility to interview, hire, supervise, evaluate and replace the Dean of Students.

The primary qualifications for the Dean of Students position are:

· A master’s degree in administration (or equivalent)

· A Current New Mexico Administrator License (Level III B)

· Business and/or financial experience in one or more complex organizations (i.e. in preparation to manage varied operational and fiscal components of an educational facility)

· Past experience and/or training in finance, accounting, computer systems/technology, strategic planning, and/or problem-based projects is a plus.

· An understanding of the CDHA organizational structure

· A commitment to CDHA programs, goals and the leadership team

In general, the CDHA Dean of Students shall be responsible to the Principal in providing leadership for:
a. Day-to-day management of the instructional and non-instructional school operations

b. General instructional leadership for CDHA academic achievement
c. General instructional leadership for CDHA school student data
d. Assist with staff with Synergy on Attendance, Grades, Report Cards

e. Assist administration teachers with Data Collection and Analysis

f. Assist the school with strategic planning

g. Assist the school with school culture, school performance, and holding high expectations and standards for students.
h. Providing a safe and nurturing environment for students, staff and families
i. Supporting a collegial environment and demonstrating loyalty to the CDHA team
j. Assisting in aligning the use of time, people, money and materials to the school’s instructional priorities.

k. Cultivating and sustaining meaningful partnerships with families and community members

l. Other duties and responsibilities, as assigned by the Principal – at his/her discretion.

Examples of duties:

· SAT Team Chair (Assist in Monitoring Struggling Students)
· MLSS Training and Implementation Support

· Testing Coordinator

· Student Mentoring Program
· Assist with parent meetings on attendance/tardiness

· Identifying English Language Learners and administering placement tests
· Advocate for ELL students and assist teachers in meeting their needs

· Assist with classroom walkthroughs to identify needs for PD
· Assist with School Safety Plan Compliance

· In collaboration with the administrative team, assist with coordinating Professional Development; in-services, staff meetings and conferences

· Assist with Interviews of new hires
· Assist in the Planning of Monitoring Site Visits or Audits 
· Assist in Monitoring Daily Schedules

· Assist teacher’s with lesson planning
· Assist with the implementation of the Dual Language Education Program

· Assist in ordering and inventory of instructional materials 

· Assist with parent communication (e.g. Monthly Newsletters)
· Assist in creating a system to compare report card grades with student assessment data and check for alignment or discrepancies (every trimester)

· Support Teacher’s in Curriculum Implementation

· Assist in supervising the implementation of the No Non-Sense Nurturer during walkthroughs
· Support the implementation of Social Emotional Learning Modules in classrooms

