ASSISTANT PRINCIPAL

Department: Middle School
Reports to: Superintendent

Job Summary:
The Assistant Principal is responsible for the day-to-day operations of the MS, sharing the

duties with the MS Principal. Together, they organize and supervise the MS educational
program to fulfill the core values and mission of ISM.

Qualifications:

Master's in education and/or leadership

Minimum of five years of teaching experience in a comparable school.

Proven track record in mid-level leadership, such as program leader/dept. Head or
other similar position.

An educational vision commensurate with ISM's mission

Knowledge and expertise in curriculum development initiatives and monitoring of
student outcomes.

The ability to participate in recruitment and performance review and/or teacher
and staff evaluation and development

Has an in-depth knowledge and understanding of the developmental needs of MS
students.

Effective resource allocation, utilization, and an understanding of the budget
processes.

Experience in all areas of PowerSchool and Google Apps for Education.

A collaborative team player

Excellent communication skills

Key Responsibilities:
[ ]

Oversees student management and student welfare (attendance, discipline, etc.).
Coordinates the booking of substitute cover.

Manages the MS Student Information System (SIS)—PowerSchool, including the MS
master schedule.

Works with the MS Counseling Team to ensure new students are scheduled
appropriately and classes remain as balanced as possible.

Oversees the G4 to G5 transition to facilitate a smooth transition for students, parents,
and faculty. (Class Creator, Handover notes, and Parent Coffees)

Collates, updates, and sends the MS Faculty Bulletin and the MS Course Overview
Letters.

Coordinates MS special events such as Open House, MS Conferences, and Student-Led
Conferences.

Supports the report card process, including maintaining the Report Writing
Guidelines and the proofreading protocols.

Attends Learning Support Resource Team, Grade Level and Subject Area Teams, and
PRG Liaison meetings as appropriate.

Coordinates the safety and security of students along with the Director of Security and
the Director of Facilities and Student Operations.

Coordinates the supervision schedule for the MS faculty. Updates and publishes the
MS Calendar and relevant facilities bookings.

Updates and publishes the MS Student Handbook, Program Guide, and Student
Planner.

Assists with the supervision of office classified staff and the TAs/EAs with support from
the PLs.



e Fosters and sustains a community that rejects all forms of discrimination.
e Assists in developing and maintaining safe spaces for all individuals at ISM.
e Assumes other duties as assigned by the MS Principal and/or Superintendent.

Additional Responsibilities:
e Develops and promotes educational programs that best meet the needs of middle

school students.

e Selects and assigns teaching faculty and ensures the proper orientation of new staff in
conjunction with the MS Principal.

e Designs, creates, and prepares schedules for teachers that will meet the time
allotments for various curriculum programs.

e Works with faculty to develop, implement, and evaluate curriculum and all related
programs and initiatives.

Observes teachers, formally and informally, and evaluates their performance
Ensures a smooth flow of communication with the student, faculty, staff, and
community.

e Establishes and maintains a positive relationship between the school and the parent
community.

e Seeks the support and cooperation of parents and involves them in the education of
their children.

e In conjunction with the MS Principal, sets guidelines for behavor management and
ensures they are observed. Meets with students and parents when behavior concerns
arise and logs all incidents as per internal procedures

e Promotes a positive educational climate in the school where mutual trust and respect
prevail.

e Helps monitor the after-school activity programs along with the Director of Athletics
(ATAC) and the Director of Afterschool Activities (AFAC).

e Oversees and keeps the middle school web page current.
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