
 Title: Vice Principal - Elementary 

 Summary: 
 Under the supervision of the Building Principal, the Vice Principal provides and demonstrates instruc�onal 
 leadership, a commitment to professional growth, and maintains an interest in and commitment to students, 
 employees and community members. Directs and supervises assigned curricular and co-curricular ac�vi�es, 
 student conduct, staff performance and fiscal management, in alignment with district and school priori�es and 
 procedures. 

 Essen�al Du�es and Responsibili�es: 

 ●  Demonstrates support for District Core Values, District Mission, District Strategic Plan, and School-wide 
 Con�nuous Improvement Plans 

 ●  Knowledge of effec�ve student behavior management methods including, but not limited to restora�ve 
 jus�ce prac�ces, collabora�ve problem-solving, and Posi�ve Behavior and Instruc�onal Support 
 Systems 

 ●  In conjunc�on with the school principal, plans, organizes, coordinates and par�cipates in programs and 
 ac�vi�es related to elementary educa�on 

 ●  Enforces applicable building, district, state, and federal policies, rules, regula�ons, and laws 
 ●  Administers building and district discipline policies; confers with students, staff, parents and community 

 agencies; responds to and resolves student, parent and staff complaints and concerns; suspends or 
 recommends expulsion of students as appropriate; a�end expulsion hearings as needed 

 ●  Provides direc�on to a variety of staff and student programs and services 
 ●  Provides instruc�onal leadership for the academic and personal growth and development of students 

 by focusing the school's human and financial resources on research-based approaches to learning and 
 social development 

 ●  Provides quality and objec�ve supervision and evalua�on of designated licensed and classified staff 
 ●  Establishes, coordinates and maintains communica�on with community and parent groups, as directed 
 ●  A�ends a variety of mee�ngs and events to supervise, and to represent the District and the elementary 

 school 
 ●  Promotes student achievement by analyzing and interpre�ng assessment data to evaluate the 

 effec�veness of instruc�onal programs and assessment processes and uses that data to formulate plans 
 for improvement 

 ●  Supervises the prepara�on and maintenance of a variety of records and reports regarding student 
 a�endance, discipline, test scores, cumula�ve records and academic achievement 

 ●  Assigns du�es to staff as appropriate to meet school objec�ves 
 ●  Assists with recrui�ng, interviewing and selec�ng new staff 
 ●  Contributes to budget development and expenditure controls, and assures economic use of resources 



 ●  Contributes to a posi�ve educa�onal climate in the school and community by involving others in the 
 decision-making processes, by regular communica�on with the public, and by focusing all groups on 
 the mission of the school 

 ●  Contributes to a safe and orderly educa�onal environmental by developing schedules suppor�ve of 
 quality instruc�onal �me, by applying consistent standards for student behavior at school and school 
 events, and by leading staff efforts to develop greater facility in assis�ng students to become more 
 responsible for their own behavior 

 ●  Maintains high standards of commitment to professional growth by involvement in professional 
 organiza�ons, by appropriate applica�on of conference informa�on and by reading widely in the 
 literature about educa�on 

 ●  Assists with the transporta�on needs of students, supervision of students on the way to and from the 
 bus, supervision of loading and unloading of busses 

 ●  Coordinates state tes�ng staff training and implementa�on 
 ●  Prompt and regular a�endance 
 ●  Other du�es as assigned by the Principal (Ex. A�end IEP mee�ngs) 
 ●  Evenings and/or extended work hours or days are o�en required. 
 ●  Possible exposure to bodily fluids due to student or employee illness or injury 
 ●  May be required to obtain a First Aid and/or CPR Card and serve as a Delegated Caregiver or 

 Designated First Aid Provider 

 Educa�on and Related Work Experience: 

 ●  Prior teaching experience required 
 ●  Prior administra�ve experience preferred 
 ●  Bilingual preferred 
 ●  Master’s Degree 
 ●  Oregon Administra�ve License 
 ●  Criminal Jus�ce fingerprint clearance 
 ●  Must have successful experience in working with culturally and socioeconomically diverse families and 

 communi�es, or have otherwise demonstrated a commitment to strengthening the engagement of a 
 diverse community and skill in communica�ng with a diverse popula�on. 

 ●  Skills  to mo�vate students and staff, communicate  with individuals from varied educa�onal and cultural 
 backgrounds, direct personnel, evaluate performance 

 ●  Knowledge  of age appropriate teaching methods, state  curriculum framework, educa�on laws and 
 regula�ons, appropriate instruc�onal subjects 

 ●  Abili�es  to perform a variety of specialized and  responsible tasks, maintain records, establish and 
 maintain coopera�ve working rela�onships with students, parents, other school personnel and 
 community members 

 Working Condi�ons: 

 The posi�on generally works in a climate controlled school/office environment with minimal noise intensity 
 levels. Frequent travel to district and non-district loca�ons for mee�ngs, and ac�vi�es, that may occur in the 
 evening or on weekends. High level of contact with district personnel, students, parents, and outside 
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 agencies/community. 

 Physical Requirements: 

 Frequent reaching, handling, talking, walking, and hearing. Mobility to work in a typical office se�ng and use 
 standard office equipment, stamina to remain seated and maintain concentra�on for an extended period as 
 well as the ability to walk extensively throughout the day. Hearing and speech to communicate in person or 
 over the telephone. 

 Vision: Frequent near acuity; occasional far acuity. Vision to read printed materials, 
 computer screens and/or other monitoring devices. 

 Strength: Sedentary/Medium – Exert force to 10-25 lbs. frequently, and up to 10 lbs. 
 constantly or a negligible amount of force frequently to li�, carry, push, pull or move 
 objects. 

 Evalua�on/Term of Employment: 

 Performance will be evaluated in accordance with applicable District Policy and Regula�ons concerning 
 personnel evalua�on. Contract 220 days and is a  1 year proba�onary contract, renewable by March 15th. 

 Salary Level: 

 Pursuant to the Administra�ve Salary Schedule approved by the Board of Directors. 

 I am willing to perform the du�es of this job: 

 Signature_______________________________________  Date: ______________________ 

 Printed Name:__________________________________ 
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