














BROWNSBURG COMMUNITY SCHOOL CORPORATION 
 Job Description                           
                                                    Revised July 22, 2024 
 
 
TITLE: Superintendent of Schools 
 
REPORTS TO: Board of School Trustees 
 
EMPLOYMENT STATUS: Contract 
 
FAIR LABOR 
STANDARDS ACT STATUS: Exempt 
 
QUALIFICATIONS: 
 
1. State of Indiana Superintendent’s License. 
2. Shall meet requirements of law and be governed by Indiana and Federal Law. 
3. Proven leadership experience. 
4. Ability to solve complex problems. 
5. Good written and verbal communication skills. 
6. Strong human relation skills, including professional tact, diplomacy, and 

presentation. 
7. Multi-tasking ability and strong organizational skills. 
8. Good health, high moral character, and a good attendance record. 
 
GENERAL DESCRIPTION: 
 
The Superintendent of Schools shall strive to achieve Corporation goals by providing 
educational direction and supervision to the professional staff and supervision to the 
support staff and by acting as a proper model for staff and students both in and outside 
the Corporation. 
 
ESSENTIAL FUNCTIONS: 
 
1. Assumes responsibility for recommending employment of all certified and support 

personnel to the Board. 
2. Assigns all personnel employed by the Board. 
3. Delegates authority and duties and supervises those entrusted with such authority. 
4. Maintains, subject to the approval of the Board, a table of organization for the staff 

which will clearly define qualifications, responsibilities, powers, and duties of each 
staff member. 

5. Reports to the Board each year on the competency of certified personnel with 
recommendations pertaining to continuance of contracts, reassignments, or 
dismissals. 

6. Makes a careful evaluation of all administrative personnel annually and reports to the 



Board each year on the competency of administrative personnel with 
recommendations pertaining to continuance of contracts, reassignments, or 
dismissals. 

7. Provides for evaluation procedures of certified and support personnel which will 
reflect employees’ competencies and which will promote their cooperation in 
improving their effectiveness. 

8. Supervises and administers the educational program including a continuous study of 
the Indiana Academic Standards in order to establish priorities of students’ 
educational needs and to promote best instructional practices and programs to meet 
identified priorities. 

9. Makes recommendations to the Board relative to adequate space, personnel, 
instructional supplies and equipment for the educational program. 

10. Makes regular visits to the schools in order to be well acquainted with personnel and 
physical facilities. 

11. Recommends new policies and revisions of old policies to the Board. 
12. Develops administrative rules and regulations to carry out Board policy. 
13. Provides the Board with agenda, recommendations for Board actions, and supporting 

information in advance of Board meetings. 
14. Keeps the Board informed of Corporation developments and administrative 

decisions. 
15. Attends all meetings of the Board unless excused by same. 
16. Prepares a carefully planned budget and the expenditure of school funds in 

accordance with the provisions of the budget, the laws of the State of Indiana, and the 
objectives of the Brownsburg Community School Corporation. 

17. Formulates and executes a public relations program which effectively communicates 
school needs and programs to the Board, staff, students, and community. 

18. Makes himself/herself available to parent, teacher, student, and community groups 
and organizations demonstrating an interest in education. 

19. Works toward developing and maintaining a good relationship with the news media. 
20. Participates in professional activities and professional organizations and encourages 

employees to engage in continuance of professional growth. 
21. Keeps informed of and interprets all laws, regulations, statutes, rules, and policies 

affecting the Corporation. 
22. Prepares all reports and maintains such records as required by law, regulation, and/or 

by the Board of Education. 
23. Supervises the formulation of salary and benefit schedules for all employees of the 

Board of Education and recommendation of such. 
24. Conducts a continuous study of the Corporation’s development and needs and keeps 

the public informed of such. 
25. Directs teacher negotiations with the approval of the Board. 
26. Recommends a school calendar for the school corporation. 
27. Takes such immediate action, as deemed necessary, in all cases of calamity, acts of 

nature, or other emergencies. 
28. Establishes and maintains a good relationship with the Town of Brownsburg. 
 
 



 
 
OTHER DUTIES AND RESPONSIBILITIES: 
 
1. Serves as a role model for students in conducting themselves as citizens and as 

responsible, intelligent human beings. 
2. Helps instill in students the belief in and practice of ethical principles and democratic 

values. 
3. Performs such other duties as the Board of Education may assign/determine. 
4. Conducts other duties as assigned by the School Board of Trustees. 
 
ADDITIONAL WORKING CONDITIONS: 
 
1. Occasional exposure to blood, bodily fluids, and tissue. 
2. Occasional operation of a vehicle under inclement weather conditions. 
3. Occasional interaction with unruly children and adults. 
 
TYPICAL PHYSICAL DEMANDS: 
 
1. Requires working under stressful conditions. 
2. Requires ability to remain calm during periods of extreme situations. 
3. Requires corrected hearing and vision to normal range. 
4. Requires occasional lifting of boxes or other items weighing up to 50 pounds. 
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