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North Point Educational Service Center

Job Expectations
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TITLE
Superintendent of Schools
REPORTS TO
Governing Board
EMPLOYMENT STATUS
Full Time (12 month)
GENERAL DESCRIPTION
Serves as (1) the executive officer of the Governing Board as it is described in the Ohio Revised Code, the superintendent of public instruction, the Ohio State Department of Education, the policies of the Board, and as (2) the administrative head of the school system.
FLSA STATUS
Exempt

QUALIFICATIONS
Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.


Education and/or 
•
Master's Degree in Education or higher specializing in administration and 

Experience

supervision



•
Minimum of five years superintendent experience


•
Demonstrated success as a school administrator

Certificates, Licenses, 
•
Appropriate Ohio state Superintendent certificate/license

Registrations
•
Valid driver's license

Additional
•
Successfully pass a B.C.I. and F.B.I. background check


•
Good health, high moral character, and good attendance record



•
Language Skills.  Ability to read, analyze, and interpret common scientific and technical journals, financial reports, and legal documents; ability to respond to common inquiries or complaints from customers, regulatory agencies, or members of the business community; ability to write speeches and articles for publication that conform to prescribed style and format; ability to effectively present information to top management, public groups, and/or boards of directors



•
Mathematical Skills.  Ability to work with mathematical concepts such as probability and statistical inference; ability to apply concepts such as fractions, percentages, ratios, and proportions to practical situations



•
Reasoning Ability.  Ability to define problems, collect data, establish facts, and draw valid conclusions; ability to interpret an extensive variety of technical instructions in mathematical or diagram form and deal with several abstract and concrete variables



•
Other Skills and Abilities.  Must be able to speak on demand to large groups of people; must be able to transport between school buildings, districts, and cities; ability to apply knowledge of current research and theory in specific field; ability to establish and maintain effective working relationships with students, staff, and the school community; ability to speak clearly and concisely both in oral and written communication; ability to perform duties with awareness of all Governing Board policies



•
Demonstrated personal and professional qualities to inspire, lead, guide, and direct every member of the administrative, instructional, and supportive services teams in setting and achieving the highest standards of excellence for education



•
Meet all requirements of law and be governed by Ohio law



•
Demonstrate a sincere desire to aid all students, staff, and community
ESSENTIAL
1.
Serve as the Governing Board's chief executive officer.
FUNCTIONS



2.
Advise the Governing Board in all matters and recommend appropriate school policies for its consideration.


3.
Implement and execute all policies adopted by the Governing Board.


4.
Keep the Governing Board fully and accurately informed about the Center programs.


5.
Interpret the needs of the Service Center.


6.
Present professional recommendations on all problems and issues considered by the Governing Board.


7.
Function as management consultant for administrators and board members of local districts.


8.
Coordinate the total Service Center's program and provide leadership in its development and improvement.


9.
Lead in the development and operation of adequate school-community relations.


10.
Represent the Service Center in its dealings with other school systems, institutions and agencies, community organizations and the general public.


11.
Recommend qualified candidates for appointment to vacant positions.


12.
Recommend priorities for expenditure of Service Center funds.


13.
Present for its consideration in conjunction with the treasurer an annual budget that is designed to serve the needs of the Service Center of the Service area.


14.
Coordinate his/her fiscal responsibility with that of the treasurer in the financial planning and operation of the Service area.


15.
Assume responsibility for performance evaluation of all members of the staff.


16.
Delegate at own discretion to other employees of the Governing Board the power to discharge duties with the knowledge that the delegation of power or duty does not relieve the superintendent of final responsibility for the action taken under such delegation.


17.
Take such immediate action, as deemed necessary, in all cases of calamity, acts of nature, or other emergencies.


18.
Attend to additional duties and responsibilities as assigned by the Governing Board.

PROFESSIONALLY
1.
Take part in professional growth activities.  (e.g., inservice meetings, course 
RELATED

work, seminars, conferences, etc.)


2.
Demonstrate ability to work with colleagues and strive to maintain good relations among peers.


3.
Perform necessary clerical responsibilities in a timely manner.


4.
Maintain a good attendance record; be prompt and punctual to the work site.


5.
Demonstrate ability to work well independently with little or no guidance.


6.
Adhere to the Center's policies and procedures.  Proper channels are followed in seeking answers to problems.


7.
Open to new ideas and new ways of doing things.


8.
Serve as a role model for students in how to conduct themselves as citizens and as responsible, intelligent human beings.


9.
Help instill in students belief in and practice of ethical principles and democratic values.

ADDITIONAL

Physical Demands:  The physical demands described here are representative of 
WORKING

those that must be met by an employee to successfully perform the essential 
CONDITIONS

functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.


•
While performing the duties of this job, the employee is regularly required to walk, talk or hear.  The employee is frequently required to use hands to finger, handle, or feel objects, tools, or controls; reach with hands or arms; and stoop, kneel, crouch, or crawl.  Specific vision abilities required by this job include close vision, distance vision, and depth perception.



Work Environment:  The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.


•
There may be:



1.
Occasional exposure to blood, bodily fluids, and tissue.



2.
Occasional operation of a vehicle under inclement weather conditions.



3.
Occasional interaction among unruly students/adults.



NOTE:  The above lists are not ranked in order of importance.

These job expectations are subject to change and in no manner state simply that these are the only duties and responsibilities to be performed by the incumbent.  The incumbent will be required to follow the instructions and perform the duties required by the incumbent’s supervisor/appointing authority.
EVALUATION

Performance of this job will be evaluated in accordance with the provisions of the Board's policy.

My signature below signifies that I have reviewed the contents of my job expectations and that I am aware of the requirements of my position. 

Reviewed and agreed to by:  




  Date:  








                  (Employee)
Rev. 5/09
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