JOB DESCRIPTION: ASSISTANT SUPERINTENDENT

Job Duties

Serves as director of federal, state and local grants; collaborates with appropriate staff to
prioritize funds to meet student needs

Serves as the corporation standardized testing coordinator

Collaborates with school principals to coordinate remediation efforts

Directs the student registration process

Ensures that all staff members are appropriately licensed

Implements legal residency and transfer tuition policies

Coordinates the adoption and ordering of elementary curriculum materials
Oversees corporation data reporting to state agencies

Collaborates with community partners in conjunction with the efforts of the
Superintendent

Assists in the planning and organization of effective professional development
Collaborates with superintendent, building administrators, and teachers on K-12
curriculum and program development, including appropriate recommendations for
instructional program improvements

Assists with Background Checks

ESL Oversight

Supports the Superintendent with job postings

Oversees the teacher and substitute licensure requirements

Assists with master contract procedure

Monitors and develops procedures related to new staff onboarding

Purdue Voucher Procedure

Assist with safe schools training and procedures

Security/Emergency Procedures

Able to work with data task in data systems such as Skyward; Manages/analyzes data in
collaboration with the Superintendent to make data-informed decisions specific to
educational oversight and daily operations

Assists with staff directory procedure and updates

Assists with substitute teachers procedure

Assists with student teacher procedures

Responsible for oversight related to verification of employment/experience procedure
Other duties as assigned by the Superintendent
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