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ALEXANDER CITY SCHOOLS
JOB DESCRIPTION

JOB TITLE:  Director of Elementary Schools
REPORTS TO:  Superintendent

SUPERVISES:  Elementary Personnel
QUALIFICATIONS:

1. Valid Alabama Certificate with Administrative Endorsement
2. Masters degree in Education required
3. At least (3) three years successful experience in school administration
4. Such alternatives to the above as the Board may find acceptable
KNOWLEDGE, SKILLS AND ABILITIES:

1. Knowledge of laws, regulations, and policies governing education in state and system
2. Knowledge of  budgetary process
3. Excellent leadership skills 

4. Excellent verbal and written communication skills

5. Strong interpersonal skills
6. Excellent computer skills
JOB GOAL:

To provide leadership in the development, implementation, and coordination of the district’s elementary schools and other assigned areas.
PERFORMANCE RESPONSIBILITIES:

1. Provide leadership in curriculum, instruction, assessment, and programs for elementary schools.
2. Provide leadership in the development of programs and instructional goals for elementary schools.

3. Provide leadership for all district personnel at the elementary level.

4. Provides leadership in the development and coordination of the sections of the budget that pertain to curriculum, instruction, resources, assessment, personnel, and professional development (including Title II) at the elementary level.

5. Plan and coordinate professional development activities for elementary personnel.

6. Study, compile, and communicate elementary achievement and assessment results in narrative, chart, and/or graph format; compile longitudinal data of such areas; and lead other staff in using data to formulate plans for improvement.
7. Observe teachers in their classrooms and conducts instructional evaluations.

8. Study, evaluate, and recommend adoption of new elementary instructional materials, methods, and programs, and assist in budget preparation for newly approved instructional programs as related to instructional supplies, equipment, and materials.

9. Provide support and assistance for implementing special elementary programs/events.

10. Provide resource materials to elementary teachers that support high-quality curriculum pacing and alignment.
11. Assist elementary schools with the development of continuous improvement plans, and oversee and ensure implementation of plans.

12. Keep informed and disseminate information about current research trends and best practices in areas of responsibility.

13. Interact with parents, outside agencies, and business and community members to enhance the understanding of system initiatives and priorities and to elicit support and assistance.

14. Lead efforts in the development of elementary pacing guides, benchmark assessments, assessment plans, and professional development plans/maps.
15. Assist in planning for and conducting New Teacher Orientation and oversee elementary mentoring program.

16. Research and write grants to enhance and support instructional programs at the elementary level.
17. Coordinate all RtI efforts for the district.
18. Serve on system, state, or community committees as appropriate or assigned.
19. Assist in implementing the system’s goals and strategic commitment.
20. Develop and implement community education programs.
21. Coordinate textbooks for the district.
22. Coordinate library media services for the district.
23. Coordinate guidance and counseling services for the district.
24. Coordinate all after-school programs for the district.
25. Coordinate all fine arts programs/staff for the district.
26. Lead community and public relations efforts for the district.
27. Address new student/parent inquiries.
28. Lead and coordinate grant writing efforts for the district.
29. Prepare or oversee the preparation of all required reports and maintain all appropriate records.
30. Coordinate the publishing of the ACS Annual Report

31. Coordinate the annual publishing of the ACS District Brochure.
32. Monitor elementary facilities, providing leadership in the areas of use, efficiency, safety, cleanliness, aesthetics, etc.
33. Coordinate the district’s comprehensive communication plan.
34. Work as a liaison between the school district and the ACSEF in effort to support the foundation’s efforts.
35. Coordinate the transition and orientation programs for students and parents.
36. Coordinate teacher recognition programs and staff retirement programs for the district.
37. Provide leadership to the district’s instructional coaches.
38. Lead and coordinate the development of the school calendar.
39. Provide leadership, support, and assistance for the district’s Pre-K programs.

40. Serve as the district administrative liaison for the HIPPY program.
41. Perform other duties as assigned by the Superintendent.
PHYSICAL REQUIREMENTS:

N/A

TERMS OF EMPLOYMENT:

Salary and benefits shall be paid consistent with the system's approved compensation plan. Length of the work year and hours of employment shall be those established by the system.

EVALUATION:

Evaluation of job performance will be conducted in accordance with the current requirements set forth by the Alabama State Department of Education and the policy of the Alexander City Schools.

It  is the policy of the Alexander City Board of Education that no person shall, on the grounds of race, color, disability, sex, religion, creed, nationality, origin, or age be excluded from participation in, be denied the benefits of, or be subjected to discrimination under program, activity, or employment.  
Signature: ______________________________________________ Date: _________________

Approved by Human Resources: ____________________________ Date: _________________
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