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Job Title: Assistant to Vice Principal of Student Life
Reports To: Vice Principal of Student Life

Classification:  Non-exempt; Hourly / Full Time, 10-Months

Job Summary

The Assistant to the Vice Principal of Student Life supports a safe, accountable, and
welcoming school environment by overseeing daily attendance processes, assisting with
student supervision, and supporting school safety procedures. This position serves as a
key point of contact for attendance-related communication with students, families, and
faculty while helping ensure that students are present, engaged, and where they are
expected to be throughout the school day.

Working closely with the Vice Principal of Student Life, the Assistant helps implement
school policies related to attendance, tardiness, campus safety, and student accountability
in a manner consistent with the mission and values of La Salle Catholic College
Preparatory.

Our Mission

Inspired by _St. John Baptist de La Salle, La Salle Catholic College Preparatory develops
students of faith, service, and scholarship by providing a transformative education
allowing students to realize their maximum potential and use their gifts to serve Christ
and humankind.

La Salle optimizes financial and academic accessibility for students, especially the
underserved, who desire a rigorous and relevant education preparing them for college and
life.

The La Salle Prep community inspires students to find their voice as global citizens, to
put their faith into action, and to lead exceptional lives of integrity, honoring the God-
given dignity of all.

Equity Statement
Guided by our Lasallian Catholic mission and core belief in God’s presence in all things,
La Salle Catholic College Preparatory commits to equity, inclusion, diversity, and justice.

ESSENTIAL DUTIES AND RESPONSIBILITIES include, but are not limited to the
following:

Attendance Management
e Maintain accurate daily student attendance records.
e Monitor attendance submissions from teachers and follow up regarding missing or
inaccurate attendance reports.


http://www.lasalle.org/en/who-are-we/st-john-baptist-de-la-salle/
https://www.lsprep.org/apps/pages/index.jsp?uREC_ID=2036897&type=d&pREC_ID=2282529
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Contact parents/guardians regarding student absences, tardies, and early
dismissals.

Maintain records of attendance trends and generate reports as requested.

Track students approaching attendance thresholds and notify appropriate school
personnel.

Assist with attendance intervention processes, including preparation of
documentation for attendance review meetings and parent conferences.
Collaborate with counselors, deans, and administrators regarding students with
concerning attendance patterns.

Student Accountability and Supervision

Monitor student arrival and departure procedures.

Assist with morning parking lot supervision to promote student safety and orderly
arrival.

Conduct periodic campus walkthroughs during the school day to ensure students
are in appropriate locations and to support a positive school environment.
Monitor common areas as assigned, including hallways, student gathering spaces,
and other designated locations.

Assist with enforcing school expectations related to attendance, tardiness, and
campus conduct.

Support student check-in and check-out procedures.

Campus Safety and Security

Assist in maintaining a safe and secure campus environment.

Monitor visitor access procedures and support campus security protocols.
Report safety concerns promptly to the Vice Principal of Student Life and
appropriate personnel.

Participate in school emergency preparedness procedures and drills.

Help ensure that exterior doors, entrances, and common spaces are appropriately
monitored throughout the day.

Communication and Administrative Support

Serve as a primary point of contact for attendance-related questions from students,
families, and faculty.

Maintain confidentiality regarding student records and sensitive information.
Prepare attendance correspondence, reports, and documentation.

Support the Vice Principal of Student Life with administrative tasks related to
student attendance and safety initiatives.

Assist with special projects and events related to student life as assigned.
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Qualifications

Required

High school diploma required; associate's or bachelor's degree preferred.

Experience working with adolescents, schools, or educational settings.

Strong organizational skills and attention to detail.

Excellent interpersonal and communication skills.

Ability to maintain confidentiality and exercise sound judgment.

Ability to work independently while collaborating effectively with administrators,

faculty, students, and families.

e Proficiency with student information systems, Google Workspace, and/or
Microsoft Office applications.

Preferred
e Experience with student attendance systems and reporting.
e Experience in school operations, student services, or campus supervision.
e Familiarity with behavior support systems.

Benefits
e Medical, Dental and Vision for employee and family at shared cost
Flexible and Dependent Care spending accounts
Short-Term Disability
Group and Voluntary Life Insurance
Retirement 403(b) plan
Tuition Discount starting at 60% after one year of employment

Application Process
Please send your cover letter and resume to Melanie McCaftrey, HR Coordinator at
mmccaffrey@lsprep.org. Position open until filled.



mailto:mmccaffrey@lsprep.org

