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1. Primary Function:  Provide leadership and direction to the operation of School District's 

educational program. 
 
2. Responsibilities: 
 2.01 Assumes responsibilities of the Chief Executive Officer in the absence of the 

Superintendent. 
 2.02 Exercises general supervision over school operations. 
 2.03 Works as part of a team effort with other members of the Superintendent's 

Executive Cabinet to ensure the achievement of high standards and real 
accountability in the implementation of the District's school improvement process. 

 2.04 Provides leadership to District operations in a way that actively seeks and values 
input from parents and the community. 

 2.05 Meets with parent, civic and community groups; city, state, and federal agency 
representatives; and other interested individuals and groups to explain and 
interpret matters relating to the educational program and operation of the district. 

 2.06 Plans and conducts periodic meetings with District administrators to discuss 
developments that affect school operations, policies, and programs. 

 2.07 Provides leadership for activities that directly affect students, staff, and patrons of 
the schools through administrative planning, training, and direction in order to 
coordinate and execute District goals, objectives, and philosophy. 

 2.08 Directs and coordinates the development of budgets for all departments within 
areas of responsibilities and controls expenditures within approved budgets. 

 2.09 Works in conjunction with the Superintendent to establish linkages with the 
community. 

 2.10 Participates in recruitment, selection, assignment, and transfer of school 
operations positions. 

 2.11 Performs other duties as assigned by the Superintendent of Schools. 
 
3. Major Planning Requirements:   
 3.01  Assists the Superintendent and School Board leadership in planning for School 

Board meetings and activities. 
 3.02 Assists in Districtwide planning for the development of District long-range 

educational goals and the methods in which these goals will be implemented. 
 3.03 Plans with District leadership to ensure a district operational environment that 

treats people fairly and with equity, that values and celebrates diversity among 
people of all cultures and abilities and that does not tolerate racism, discrimination, 
harassment, and prejudice. 

 3.04 Directs planning for the development of program, staffing, budgeting, and 
operational policies related to school operations. 

 
4. Key Relationships: 
 4.01 Superintendent of Schools:  Reports to this position. 
 4.02 Directors of the organizational areas assigned to this position under 2.02. 
 4.03 Executive Cabinet:  Serves as a member. 
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5. Minimum Qualifications: 
 5.01 Master's degree or equivalent training. 
 5.02 Five years of executive experience resulting in acquired skills in planning, 

organizing, and controlling a major area of responsibility. 
 5.03 Valid Oregon License:  Superintendent. 
 5.04 Skill in the identification, development, implementation, and assessment of 

instructional and support programs. 
 
6. Term of Employment:  12 months. 
 
7. Salary Level:  Determined by adopted School Board salary schedule, depending on 

experience and background of individual. 
 
8. Working Conditions: 
 The position generally works in an office environment with travel to schools and evening 

meetings. 
 
 
 


