CLASS TITLE:       SCHOOL ADMINISTRATION MANAGER (SAM)
7460
PRIMARY  FUNCTION:  To assist the principal in the day to day administrative non-instructional operations of the school, including managing school activities, supervision of students, communicating with stakeholders, and building management.
BASIC REPRESENTATIVE DUTIES/ESSENTIAL FUNCTIONS:

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

· Works under the supervision and direction of the building principal or designee.

· Monitors student attendance and implements attendance improvement strategies.  

· Maintains high visibility at school events and in the school building and grounds to build familiarity, rapport, and trust with students and staff.  

· Participates in meetings, workshops, and seminars as needed for the purpose of conveying and/or gathering information required to perform the functions of the position.  

· Manages community use of school building(s).
· Serves as point of contact for custodial work orders; prioritizes requests and assigns duties.

· Collects maintenance department work orders and coordinates with director of facilities.

· For high school level, monitors student athlete academic record, SAT or ACT scores, etc. to ensure conformity with NCAA eligibility rules and register student athletes interested in playing in NCAA Division I or Division II with the NCAA Clearinghouse.  Assist student athletes and parents in developing plans for becoming and staying eligible.

· Maintains equipment, textbook, and supply inventories.

· Deals with a range of telephone and drop in queries from parents and community members.

· Assists principal with response to parents and/or community concerns and complaints.

· Coordinates with the principal to maintain a positive, safe learning environment for students by enforcing the school discipline plan.
· Serve as member of School Crisis Management team.

· Promotes the school and district through positive relations with community, business, parents, and students.  

· Assists in student supervision for daily arrival and dismissal.

· Assists in student supervision in common areas and during school events.

· Develops, implements, and oversees transition activities for transfer students.

· Serves as point of contact for prospective students/families.

· Serves as point of contact for school-level competitive grants.

· Performs all duties listed above and other duties as assigned by immediate supervisor.

· Maintains a professional and appropriate appearance.

· Treats all individuals with fairness, dignity and respect.

· Maintains regular and predictable attendance.
· Adheres to the professional code of ethics.

· Follows all McCracken County Public School Policies and Procedures.  
REQUIRED SKILLS AND KNOWLEDGE

· Ability to work independently; problem-solve, analyze issues and create action plants.  

· Independent decision-making and ability to interpret policies and laws.  

· Ability to manage operational functions.  

· Strong ability to plan and manage multiple projects.

· Ability to effectively manage conflict and competing priorities.

· Ability to communicate effectively orally and in writing.

· Comprehensive understanding of the operation of schools and the inter-relationship with the community.
EDUCATION AND EXPERIENCE:

-Bachelor’s degree in education, business, or applicable field.
-Two years experience with students in the age range appropriate for the school.  
- 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:

In accordance with salary schedule established by the Board.

EVALUATION:  Performance of this job will be evaluated in accordance with provisions of the Board’s policy on Evaluation of 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 supervisor.

_____________________________

________________________________

Signature





Date

Print Name

