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Position Description

	Position Title:
	Director of Education/ Principal
	Department:
	Administration

	STATUS:
	Exempt/FT
	Supervisor:
	Superintendent

	Supervises:
	All YL Positions
	Revised:
	3/1/09


Position Summary  
The Director of Education will oversee the instructional program and manage operations and personnel at Young Learners School. The Director of Education will ensure compliance with policies of instructional programs and operations of the school activities. This position works collaboratively with Head Start grantees and child care centers to provide educational services to eligible Pre-Kindergarten children. This individual will appreciate and implement the nontraditional model of instruction and efficiency of the budget required to serve our students.

Primary Responsibilities
1.  Instructional Management

· Serve as key facilitator in the campus Integrated Planning and Decision Making process

· Use disaggregated data to assess educational outcomes of all students and ensure strategies are implemented to improve student achievement

· Plan and implement annual objectives for goals listed in the School Improvement Plan using an effective planning process and a site-based decision making committee

· Evaluate instructional programs with teachers including review of objectives, materials, teaching methods, and assessment strategies for all learners

· Maintain and oversee the expenditures of the budget with YL management team.

· Collaborate with instructional staff in assessing and choosing educational materials, equipment, and technology to meet student learning needs

· Collaborate with staff and educational partners to implement student discipline strategies that encourage a positive learning environment and enhance student behavior

· Provide for uniform enforcement of school rules and oversee student discipline in accordance with the Code of Student Conduct, Head Start Performance Standards

2.  Personnel Management

· Recruit, interview, and make personnel recommendations

· Supervise and evaluate professional, paraprofessional, and support staff to ensure programs operate smoothly and effectively to produce student learning

· Notify the CAOO of employees who need termination, suspension, non-renewal of agreement, or need for a reduction in work force

· Collaborate with appropriate committees to outline and implement activities for professional growth

· Resolve conflicts quickly and efficiently

· Understand and create the professional development models that meet the needs of our teaching community
3.  Communication and Community Affairs

· Convey the school’s mission to the public and encourage support in accomplishing the mission

· Illustrate understanding of Young Learners School needs and community awareness

· Attend community events and represents YL School at these events. i.e. luncheons, conferences, etc.

Education and Experience Required
· Masters Degree with experience in Early Childhood Education preferred

· Must hold valid Texas Teaching Certificate and Mid Management/Principal certification or be working toward completion.
Knowledge, Skills, and Abilities Required
· Comprehensive understanding of curriculum and instruction

· Experience evaluating instructional programs and teaching effectiveness

· Ability to manage a budget

· Ability to manage personnel

· Multi-site (multi-campus) management

· Capable of interpreting policy, procedures, and data

· Exceptional organizational, communication, public relations and interpersonal skill

· Charter School experience preferred

· Proficient in Microsoft Word, PowerPoint, Excel and Outlook.

· Self-starter, attentive to detail; must possess excellent organizational and proofreading skills.

· Excellent interpersonal and leadership skills.

· Excellent oral and written communication and presentation skills.

· Available to work overtime as needed.

· Available to travel as needed.
Work Environment
Normal office environment.  Occasional lifting of materials.  Frequent telephone work.  .  Ability to work overtime and travel as needed.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions of this role.
ACKNOWLEDGEMENT

I have carefully read and understand the contents of this position description.  I understand the responsibilities, requirements and duties expected of me.  I understand that this is not necessarily an exhaustive list of responsibilities, skills, duties, requirements, efforts or working conditions associated with the position.  While this list is intended to be an accurate reflection of the current position, the employer reserves the right to revise the functions and duties of the position or to require that additional or different tasks be performed as directed by the employer.

I understand that I may be required to work overtime, different shifts or hours outside the normally defined workday or workweek.  I also understand that this position description does not constitute a contract of employment nor alter my status as an at-will employee.  I have the right to terminate my employment at any time and for any reason, and the employer has a similar right.

_______________________________________

______________________

Signature



Date

The employer is an Equal Opportunity Employer.  In compliance with the Americans with Disabilities Act, the employer will provide reasonable accommodations to qualified individuals with disabilities and encourages prospective employees and incumbents to discuss potential accommodations with the employer.

This description describes the general responsibilities and requirements for the stated position and in no way is an exhaustive list.  Young Learners maintains the right to assign or reassign responsibilities to this position at any time.
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