ASSISTANT SUPERINTENDENT

for

ADMINISTRATION AND PERSONNEL 
and 
DIRECTOR OF FINANCE

A. Responsible To:  Superintendent

B. Primary Job Responsibility:  To provide leadership in developing, maintaining and implementing the best possible certified and classified staff for McCracken County Schools and to administer services and activities pertaining to finance.  To assist the Superintendent in the execution of his duties and responsibilities at the school, district and state level. 

C. Essential Functions of Job Responsibility:

Administration and Personnel

· Implements all rules and regulations, policies and administrative guidelines as adopted by the Board of Education.

· Attends and participates in meetings of the Board of Education.
· Communicates to the Superintendent matters relating to employees.
· Conducts investigations in district matters as required by the Education Professional Standards Board, Office of Education Accountability, and the Division of Management Assistance and similar entities..
· Compiles, assembles, and submits the Minority Educator Recruitment and Retention Annual Report.
· Calculates personnel staffing allocations both certified and classified for district schools.
· Plans, coordinates, and supervises all Title I Part A budgets, staffing, instructional programming, and activities.
· Manages Title I Part A budget and evaluation reports.
· Plans, coordinates, and supervises all Title II Part A budgets, evaluation reports and project activities.

· Complete required reporting related to Title I Part A and Title II Part A.

· Plans, coordinates, and supervises all Title II-Part A, Teacher Quality project activities, budgets, and evaluation reports.
· Coordinates staffing with principals and central office administrators.
· Trains SBDM Councils in the principal selection process.
· Serves as a trainer of SBDM council members.
· Screens and processes applications for personnel.

· Monitors number of individuals that schools employ to insure adherence to staffing allocations.

· Organizes local Kentucky Teacher Internship Program (KTIP) training.

· Acquires information necessary for intern reports, final reports, certification requests and payment of mentor teachers.

· Monitors evaluation process of all certified personnel.
· Chairs McCracken County Support Council meetings.
· Participates in the Superintendent's Advisory Group meetings.
· Serves as Central Office Manager.
· Attends school, community, district, and state activities.
· Assists in interpreting Board Policies and State law to staff.
Finance

· Implement all rules and regulations, policies and administrative guidelines as adopted by the Board of Education.

· Plan, organize, coordinate and control a large group of functional units with management and professional-level subordinates involving highly complex activities with substantial direct financial impact.

· Coordinate activities with other District departments; participate in management meetings to discuss District-wide issues.

· Meet periodically with staff to resolve issues, communicate new developments and to assure operating objectives are understood and accomplished.

· Assure internal controls are established, maintained and documented in compliance with organizational directives.

· Participate in internal and external organizations, boards and committees as requested and authorized by appropriate management directives and specific authorities.

· Oversee the maintenance of District-wide financial records and programs

· Oversee the preparation of various financial statements and their dissemination.
· Prepare financial analysis of revenues and expenditures and compare to other school districts in and out of state as assigned.

· Coordinate the on-going budget operations including planning, compiling, analyzing, preparing and monitoring the General and Federal Fund budget process.

· Review, analyze and evaluate budgetary process, assuring compliance with generally accepted budgeting principles, standards and procedures.

· Review the cost effectiveness of existing programs and the costing of new programs prior to Board approval.

· Coordinate staff training.

· Incorporate the use of technology in daily tasks.

Other Areas of Responsibility
· Representative for Board in Professional Negotiations and chairs Professional Negotiation meetings.
· Prepare and review financial and personnel data for District and School Report Cards for KDE.
· Supervises all finance and personnel department staff, central office receptionist, central office custodian.
· Assists Superintendent in the development of Board of Education meeting agendas and staff notes.
· Performs other duties as may be assigned by the Superintendent.
· Maintains regular and predictable attendance.
· Maintain a professional appearance.

· Perform related duties as assigned.

· Adheres to the professional code of ethics.
D. Education and Experience:
Valid State Teacher Certificate (Preferred)

Appropriate Administrative Certificate

A Certified Public Accountant certification, Masters in Business Administration or Masters in Public Administration degree and five years professional experience in a business office setting with at least three years experience in a supervisory capacity.

PHYSICAL DEMANDS: ►
	
	Seldom/Rare
	Occasional

(up to 1/3 of work day)
	Frequent

(1/3 to 2/3 of work day)
	Repetitive

(2/3 or more of work day)

	Standing/Walking
	
	
	►
	

	Sitting
	
	
	►
	

	Handle/Finger/Feel
	
	
	►
	

	Reach/Push/Pull
	
	►
	
	

	Bend/Stoop/Crouch
	►
	
	
	

	Kneel/Crawl
	►
	
	
	

	Climb/Balance
	►
	
	
	

	Lift/Carry  

     (Check Frequency)
	
	
	
	

	►  Up to 10 lbs.
	
	►
	
	

	►  Up to 20 lbs.
	►
	
	
	

	►  Up to 50 lbs.
	►
	
	
	

	►  Up to 100 lbs.
	►
	
	
	

	►  Over 100 lbs.
	►
	
	
	


TERMS OF EMPLOYMENT:

Salary and work year to be established by the Board.
EVALUATION:  Performance of this job will be evaluated in accordance with provisions of the Board’s policy on Evaluation of Certified Personnel.

The statements herein are intended to describe the general nature and level of work being performed by employees assigned to this job classification.  These statements are not intended to be a complete list of responsibilities, duties and skills required of personnel so assigned.  Responsibilities and duties assigned are at the discretion of the Superintendent.

_____________________________
________________________________
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Eff. July 1, 2018

Asst. Supt. for Adm. & Personnel/Dir. of Fin.
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