JOB DESCRIPTION- Assistant Principal

St. Hedwig Catholic School serves students in grades TK-8 in Los
Alamitos, California. We are seeking a talented, creative, and
hard-working individual interested in becoming part of a team that is
passionate about working together to nurture and inspire students as

ST. HEDWIG they grow spiritually, academically, and social-emotionally. It is a

SCHOOL

condition of employment that all employees conduct themselves in a
manner that is compatible with and supportive of the teachings and
mission of the Roman Catholic Church and the Diocese of Orange.

Qualifications/ Credentials

Clear, valid teaching credential.

Administrative credential and/or advanced degree(s).

Two years administrative experience preferred.

Understanding of and commitment to confidentiality in school matters.

Basic understanding of individualized learning needs (i.e., learning, behavioral, and
emotional disorders).

Basic knowledge of assessment and interpretation of standardized assessment data.
Excellent organizational skills.

Excellent written communication skills.

Strong oral communication skills, interpersonal skills, and the ability to mediate the
communication process between families, teachers, public school learning support staff,
and outside professionals.

Basic knowledge of Google Classroom and Google Suite

Hours: Exempt, full-time, 40 hours per week, 11-month position.

Reports to: Principal

Application Deadline: Until position is filled



Responsibilities The Assistant Principal has, as delegate of the Principal, immediate
responsibility for implementing the operations of the school. These responsibilities include, but
are not limited to:

Curriculum & Student Services
e Work with the Principal and faculty to evaluate and enhance the curricular offerings of
St. Hedwig Catholic School.
® Analyze student performance data; make recommendations for curricular or program
enhancements.
® Support the Character Education Ministry, Student Council and other student
programs on campus.
e Assist with student supervision during the school day as needed, or as chaperone on
field trips.
® Assist with supervision of volunteers and staff members.
® Assist in supervision and evaluation of faculty lesson plans, completion of Faculty
Walkthrough Observations and Faculty Clinical Observations, to help foster improved
performance and teacher morale.
® As needed, participate in parent-teacher conferences and other school-related
activities, which foster the highest academic objectives.
@ Facilitate the WCEA/WASC accreditation process as a member of the Leadership
Team.
® In coordination with the Principal, maintain and implement the WCEA/WASC action
plan goals, Catholic Identity goals, and In-Depth Study goals.
e Plan for the utilization of Staff Development Meeting time to implement WCEA/WASC
action plan goals.
e |n coordination with the Principal, complete the end-of-year submissions (Annual
Report, Catholic Identity Report, and In-Depth Study).
e Enforce student observance of school regulations, which are contained in the
Parent-Student Handbook, in a fair, uniform, appropriate, and respectful manner.
e Check students daily for complete uniform and neatness of personal appearance;
assign uniform infractions.
e Fulfill supervision duties punctually in order that schedules can be followed with
exactness.
® Support faculty and staff in determining appropriate behavioral and disciplinary
strategies for work with students.
e Follow up with students and parents as needed to ensure a coherent discipline
program that enhances the lives of the students.
e Maintain written documentation of student discipline.



e Other duties and responsibilities as determined by the school administration.

Miscellaneous
e Serve as the Principal’s representative when so directed, or when the Principal is not
on campus.
® Assist the Principal with interviews of new faculty and staff.
e Communicate regularly with the Principal using methods/tools prescribed by the
Principal within time limits set by the Principal.
e Work with school secretary to ensure all texts and supplies are ordered.
e Work with Technology Coordinator to ensure all content subscriptions are ordered.
e Maintain and update the Parent-Student Handbook and Faculty Handbook annually or
as needed.
® Assist Principal in establishing, implementing, and enforcing proper Safety Procedures,
Disaster Procedures, and overall campus safety needs.
e Maintain visibility and accessibility on the school campus and at school-related
activities, including those on nights and weekends.
e Work collaboratively with the Principal and Advancement Director to positively
market St. Hedwig Catholic School’s programs and offerings to enhance enrollment.
e Demonstrate behavior consistent with the values of the Roman Catholic Church.
e Comply with all policies and procedures of the Diocese of Orange.
® Preserve and maintain the reputation that our staff have earned in the past as
dedicated educators with a deep personal concern for each student and for the highest
gualities of education.
e Maintain a professional attitude toward education through membership in
professional organizations, professional reading, and participation in professional
conferences and school in-service programs.
e Follow written and verbal instructions promptly and accurately.
e Work independently; require minimal supervision; seek guidance and direction from
Principal as necessary.
® Report to work as scheduled and consistently demonstrate dependability. (Provide
advance notification of absence or tardiness.)
e Work effectively and positively with all members of the community.
® Prioritize the workload/work under time constraints to meet deadlines.
e Communicate cooperatively and courteously with all members of the community.
e Consistently perform assigned work in a professional, timely, and efficient manner.
e Accept constructive criticism, and handle concerns/complaints in a positive and
professional manner.
e Comply with all Safety Programs and regulations.






