DAKAR ACADEMY JOB DESCRIPTION
Director

From the constitution

D. ADMINISTRATIVE STAFF.

l. DIRECTOR.  The Director is approved by the Board and is responsible to the Board and the Executive Committee for the carrying out of his/her job description. He/she is responsible for the spiritual, academic and social welfare of the Academy. He/she is the administrative head of the Academy and conducts such staff meetings as are required to assure the proper and efficient operation of the Academy.
From the Board Governance Policies:
4.2 Director Job Description:  As the board's single official link to Dakar Academy, the Director's performance will be considered synonymous with Dakar Academy's performance as a whole.  Consequently, the director's job contributions can be stated as performance in two areas:
4.2.1. Organizational accomplishment of board policies on ends, 
4.2.2. Organization operation within the boundaries established in board policies on executive parameters.

Preferred Qualifications:

I. Education:  Masters Degree 

II. Certification:  Certification as a school administrator

III. Experience:  At least two years in American style education
Major Responsibilities and Tasks:

I. Provide K-12 Education
A. Instruction
1. Schedule the use of the school building and grounds
2. Process the entry of all students
3. Prepare a School Calendar proposal
4. Provide leadership in the selection, development and utilization of instructional materials, equipment and teaching methods

B. Curriculum
1. Coordinate special programs and field trips
2. Establish a system of daily arrival and dismissal
3. Keep the staff informed of new developments in the teaching profession
4. Lead the faculty in curriculum development and improvement
C. Performance 

1. Secure substitute teacher when necessary and arrange their reimbursement
2. Maintain school archives
3. Maintain inventories and school reports and records
4. Assist teachers in the handling of daily problems of instruction, student evaluation, lesson planning and lesson preparation
5. Consult with teachers and staff members to ascertain curricular and operational needs
6. Request and allocate curricular supplies, equipment and texts
7. Support the staff in discipline and deal with individual students when necessary
D. Evaluation

1. Observe the students' general conduct
2. Establish and maintain a Standardized Testing Program for the school
3. Evaluate the Testing Program
II. Provide Spiritual/Ethical Leadership

A. Provide spiritual leadership to the school staff and students
1. Provide for weekly Chapel programs
2. Maintain a daily staff prayer time
3. Maintain morale and unity of students, staff and parents
B. Be available for counseling
C. Keep current on US requirements and standards for certification
III. Provide Boarding Facilities for Missionary Children

IV. Support the Board of Education’s ends

A. Establish and maintain public relations/communications
1. Facilitate communication with the staff in all school buildings
2. Conduct faculty meetings, in-service training; communicate policy decisions and announcements from the School Board/Executive Committee
B. Delegate responsibilities to others
C. Initiate and conduct long-range planning in conjunction with the Board of Education
V. Advise and work closely with the school board

A. Governance Policy

1. Financial
a. Prepare and Annual Budget Proposal with the assistance of the Business manager, that will enable the school to accomplish its goals
b. Supervise, with the assistance of the Business Manager, the budget to see that it is followed by authorizing all orders and expenditures
2. Personnel

a. Orient all Staff members to their jobs
b. Assign teachers to the classroom, establish work loads and extra-curricular responsibilities
c. Conduct formal and informal observations and evaluations of teachers and other staff members
d. Make recommendations in the selection and dismissal of school personnel
e. Recruitment of all potential staff
3. Carry out established Board Policies in the Administration of the school
4. Recommend policies for the further development of the school
B. Monitoring

1. Evaluate the total school program
2. Attend Executive Committee and Board meetings
3. Report school progress to the Executive Committee at regular meetings
C. Judicial Issues

1. Handle the grievances of the school staff
2. Maintain school discipline through the staff
Other Tasks:
Characteristics and Skills:
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