	Assistant Director
Dakar Academy Job Description

	Division/Department:
 FORMDROPDOWN 

	Location:
 FORMDROPDOWN 


	Job title:
Assistant Director
	Reports to:
 FORMDROPDOWN 

Supervises:
Middle School and High School Teachers

	Level/Grade:
 FORMDROPDOWN 

	Type of position:
 FORMCHECKBOX 
 Full-time

 FORMCHECKBOX 
 Part-time
 FORMCHECKBOX 
 10-month contract

 FORMCHECKBOX 
 11-month contract
	Hours:

At least 45 hours/week

	General Description:

     


	Preferred Qualifications:

· Masters Degree in Education Administration
· Principal's Certificate
· Five (5) years teaching and administrative experience

· Evangelical Christian



	Major Responsibilities and Tasks:

A. Provide instructional leadership to enhance school effectiveness
1. Lead faculty in curriculum development and improvement

2. Provide leadership in the selection and development of instructional materials

3. Conduct formal and informal teacher observations and evaluations
4. Evaluate standardized test results
5. Work with teachers to identify instructional needs and develop instructional goals that improve school effectiveness
6. Recommend policies for further development of the school.
7. Assist the director in all school communications with staff, students, and parents.
8. Assist the director in carrying out established board policies in the administration of the school.
9. Oversee the development and implementation of the Crisis Management Plan

B. Support teaching staff
10. Assist director in orientation of new staff
11. Arrange for substitute teachers as needed
12. Act as liaison between the faculty and Director, as needed
13. Facilitate the ordering of instructional materials
14. Maintain high standards of student conduct
15. Enforce discipline procedures
16. Provide leadership in the selection, development and the utilization of instructional materials, equipment and teaching methods.
17. Assist teachers in their handling of daily problems related to instruction, student evaluation, lesson planning and lesson presentation.

C. Provide professional development for teaching staff
18. Motivate staff to set and achieve personal and professional goals
19. Conduct staff in-service and professional development training in areas of expertise
20. Establish a professional development committee
21. Maintain a professional development plan
22. Oversee implementation of professional development activities as defined by plan

D. Maintain student records
23. Along with the guidance counselor, process the entry of new middle and high school students
24. Maintain school reports and student records

25. Evaluate standardized test results

26. Establish attendance record procedures with the Office Manager and notify the Director when a problem occurs

E. Schedule middle school and high school courses
27. Assign teachers to classes
28. Assign classes to classrooms
29. Monitor class sizes

F. Oversee athletic program
30. Assign coaching responsibilities
31. Schedule season games for middle school and high school sports program
32. Oversee annual Olympics Days event

33. Provide leadership in organizing the Sports Invitational for Private Schools (SIPS)
34. Ensure sports program meets/follows guidelines outlined in Athletic Manual???

G. Recruit middle school and high school teaching staff
35. Maintain staff information packets/files

36. Identify job openings
37. Post openings to DA and ACSI web sites
38. Actively seeks qualified people through owning missions, InterChristo, etc.
39. Send applications, position information, and school information (brochure, DA video) to potential staff
40. Match qualified people to positions
41. Check references
42. Make hiring recommendation to Director
43. Follow-up with staff as they make plans to move to Dakar--answer questions promplty, obtain flight information, notify Director of housing needs

H. Assume responsibility for the school in the absence of the Director


	Other Duties:

· Serves on Administrative Team
· Supports extra-curricular activities



	Characteristics and Skills:
· Communicates clearly
· Leads with integrity
· Assumes responsibility
· Works efficiently
· Maintains high standards



	Approved by:
     
Title:
     
	Date posted:
     
Date hired:
     


