GOVERNMENT OF THE UNITED STATES

VIRGIN ISLANDS
DEPARTMENT OF EDUCATION
DIVISION OF HUMAN RESOURCES

INTERNAL JOB ADVERTISEMENT

THE POSITION BELOW IS VACANT IN THE DEPARTMENT OF EDUCATION:

POSITION TITLE: Assistant Principal

LOCATION: St. Croix District

Interested persons should contact: DIVISION OF HUMAN RESOURCES

careers.stx@vide.vi

Deadline for applying: March 20, 2019
Salary : $62,830.00
Union: Educational Administrators Association

DESCRIPTION

The Assistant School Principal is directly reports to the building Principal for any and all aspects of
Administration and Instructional leadership and coordination. The incumbent assists the principal in
organizing and fostering a positive, safe environment that is conducive to best meeting the needs of
all students, staff and parents. This includes such responsibilities as: leading, directing, counseling,
and supervising a variety of personnel and programs; creating effective parent, teacher, and child
communications; supporting, encouraging, mentoring, and evaluating staff; fostering teamwork
between teachers and among staff and parents; and managing budget items. The assistant principal
acts in the capacity of the principal during the principal’s absence from the school.

DUTIES AND RESPONSIBILITIES (NOT ALL INCLUSIVE)

Assist the principal in developing and maintaining an effective educational program
consistent with State and Federal guidelines and the philosophy, policies and goals of the
Department of Education; meeting and conferring with students, parents, faculty and staff;
maintaining records and files; preparing reports.

Assist the principal in the overall administration of the school; interpret and enforce
school and school division policies and regulations.

Assist the principal in the transformation of the school culture into a results-oriented
collaborative learning community.

Ensure implementation of the Virgiq Islands Department of Education approved
curriculum and the development of 215 century skills with all students.



e Assist the principal in monitoring compliance with federal, state, and local mandates
and guidelines related to local and state testing programs and the local special education
program.

e Assist the principal in planning and implementing a professional development/growth
program for teachers and staff.

o Serve as principal in the absence of the regular principal.

o Propose schedules of classes and extracurricular activities; help schedule courses, students
and teachers.

o Work with department heads and faculty in compiling the annual budget requests.

o Requisition supplies, textbooks, and equipment, conduct inventories, maintain records,
and check on receipts for such material.

e Assistin coordinating transportation, custodial, cafeteria, and other school support services;
help conduct safety inspections and safety drill practice activities.

e Assist in the reporting and monitoring of student attendance.

e Assist in maintaining discipline throughout the student body; deal with special cases as
necessary.

e Serve with parents, faculty, and student groups, as requested, in advancing
educational and related activities and objectives.

o Maintain a variety of files; prepare periodic and special reports as required.

o ldentify the special needs of students on a regular basis, seeking the assistance of
school system specialists as required.

o Supervise teachers and departments as assigned by the principal.

e Supervise extra-curricular activities;

o Explain and interpret district-wide curriculum/instructional goals and objectives to
teachers, parents, pupils, and the community.

e Assist in the planning and implementation of a systematic method of supervising the
instructional program through the use of observations, documentations, and follow-up
conferences.

e Assist teachers in evaluating methods and materials and developing effective
learning plans and classroom management techniques.

e Assist in the coordination and supervision of guidance services.

o Perform related work as required

KNOWLEDGE, SKILL AND ABILITIES
e Thorough knowledge of the practices, methods and techniques used in the administration

and supervision of all programs in a school,
e Excellent skills in oral and written communications;

e Proficient in the use of Microsoft Office Suite;
e Ability to motivate others to reach their fullest potential;

e Ability to supervise and coordinate committee work, in-service training and workshops;

e Knowledgeable of approaches for fostering the involvement of parents, family and community
members in educational planning, implementation and evaluation;

o Ability to execute the seamless transitions of all students, regardless of learning needs, across
educational and other programs from birth through adulthood;

e Ability to interpret laws & policies pertaining to the learning, disciplinary, social and health



needs of students.

o Ability to write reports, carry out instructions, and develop comprehensive plans with
minimal supervision.

o Ability to develop and maintain effective working relationships with members of the
Department’s staff, students, parents, and other external entities and bodies.

EDUCATION AND EXPERIENCE

e Master’s degree from an accredited institution in Administration and Supervision AND;

e Five (5) year’s experience as a classroom teacher AND,;

e Current certification as an Assistant Principal from the Virgin Islands Board of Education
(VIBE).

“No person shall be discriminated against in employment or in any other educational
program or activity offered by the Virgin Islands Department of Education on
account of race, color, creed, national origin, sex, handicap, or age.”

Send your complete application package to careers.stx@vide.vi for consideration.

Application documents required: (1) Completed Application, (2) Resume, (3) Cover Letter, (4)
Official College Transcripts, (5) Certifications, (6) Licensures, (7) Three Letters of
Recommendation, (8) Police Background Check and (9) Doctor’s Statement of Good Health.

***x*DUE TO A HIGH VOLUME OF APPLICANTS, THE DEPARTMENT WILL NOTIFY ONLY
THOSE WHO ARE SELECTED
FOR THE NEXT STEP IN THE RECRUITMENT PROCESS. ****

Travel, transportation and relocation expenses are not authorized for this position. Any
travel, transportation and relocation expenses associated with reporting for duty in this
position will be the sole responsibility of the selected candidate.
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