ASSISTANT to the PRINCIPAL 
Job Description 
GENERAL DESCRIPTION 
In addition to duties as Teacher, will give attention to: 
1. Maintaining student records; 
2. Organizing, monitoring and assisting with the summer school program; 
3. Inputting data into the Vantage Point School Management program when it become operation and as we continue to use it on an ongoing basis; 
4. Student scheduling; 
5. Interviewing new families, especially during the summer months as needed; 
6. Preparing for our initial accreditation visit; 
7. Maintaining accreditation, including overseeing progress on the Action Plan; 
In addition, he will: 
8. Be in charge when the principal is away from the campus; 
9. Sign checks in the absence of the principal; 
10. Assign lockers and locks to students and maintain the records for this; 
11. Perform such other duties as may be assigned to him by the Board and the Principal. 
