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Kaneland Community Unit School District #302
Job Description — 2015
High School Department Chair

Tim
The High School Department Chairs are staff members that oversee aspecis of their assigned
‘departmeni(s). One period per day is designated fo department chair duies 1o bo
‘accomplished. Required meetings include: weekly meeting wih Admin as needed, weekly meeting with
Laadership Teom, meclings a5 noeded with TLCs, and KLC meetings. Other events roquired arc
Indicated below.

Qualfications:
Has a demonstrated track rocord of teacher leadership Incuding at least two years of ecucational
‘experience, Sirong commurication skils and has shown support for both the school and depariment and
the School Improvement Pian. An advocat for the academic and social-emotional learming needs of
students. Success n serving the department or school in professional areas beyond the classroom
learming environment.

Instruction:
1. Facitates toachers’ work with the TLC & RTI staff
2. Supports mplementation of KHS SIP
3. Guides inthe Implementation of adminisirative currcular nliatives
4. Familiarity with KLC groups in terms of: groupings, agendas/minutes, KLC necds, participation in
groups as neaded
5. Accountabilty for curriculum maps and assessments for all courses taught withn the Department
in accordance with schedule set with administraion
6. Annual report out o administraion regarding the acadsmic and operational standing of the
departmant. Report should include but s not imited to:
a.  Prelpost assessment an
b, Big-picture needs n rogard 1o suppios and course pianning, saffing neads and
focommendations.

Management
4. Partiipates as a membor of the interview panel for vacant posiions i respective deparments.
2. Coordinates Depariment Representalion at School Evens incuding:

a. 8 Grade opon house
b. 2 one day Department Chair summer retreats
c. Senior Awards Night
3. Provides input o the master scheduling process:
a. Gather staf input regarding courses they'd ike o teach
b, Racommandaton of schadula for depariment
. Room ulization development
4. Provides rocommendalion of staff mermbers for bulding commitiees
5. Provides input and working with Administation n the development of.
a. Annual Budget
b, Proposal for fulure budget
c.. Implementation of current budgel
d. Responsibie for accounting of funds allocated in fiscal yoar

Communication:

1. Maintains and modeling profossional realionships within and among departments
2. Firs point of contactfor department members wih concers.

3. Supporls department members as needed n interactions wih parenis

1. Supports depariment subs a5 noedsd, during dopartment chai duty ime

5. Actvely involved in new teachar induction, prior o th first day of school

Reports to: Buiking Pricipal




