
 

   JOB DESCRIPTION 

 

TITLE:   ASSISTANT PRINCIPAL 

 

QUALIFICATIONS: 1. Master’s Degree from an accredited institution in 

educational administration. 

    2. Valid Wisconsin Principal’s certification. 

3. Four years successful teaching experience 

preferably at the level he/she will be working. 

4. Demonstrated skills as an employee evaluator. 

5. Good communication skills.  Able to work well 

with fellow administrators, staff, students, and 

parents. 

6. Such other alternatives as the Board of Education 

may find appropriate and acceptable. 

 

REPORTS TO:  Principal 

 

SUPERVISES:  Staff members as assigned by Principal 

    Discipline areas, Co-Curricular 

 

TERMS OF 

EMPLOYMENT:  As per administrative contract 

 

PERFORMANCE RESPONSIBILITIES: 

 

1. Represents the principal in the school when the principal is absent. 

2. Directly responsible for the school’s discipline program.  Responsible for 

maintaining firm and fair school discipline, including both students and adults. 

3. Assists the principal in the overall administration of the school. 

4. Coordinates behavioral referrals for guidance and other special services for 

students whose problems are severe and persistent.  Responsible for record-

keeping of disciplinary referrals. 

5. Directs the school’s co-curricular programs. 

6. Assists the principal as requested in the evaluation of staff members and school 

programs. 

7. Supervises the reporting and monitoring of student attendance and works with the 

attendance officer for investigative follow-up actions. 

8. Works with Juvenile Court System as the school’s representative. 

9. Is an effective and supportive part of the administrative team. 

10. Assists the principal in the supervision and recommendation of needed facility 

and maintenance requirements of the school. 

11. Implements and supervises the student records procedures. 

12. Assists the principal, department chairpersons, etc., with the preparation and 

administration of the school’s budget. 



13. Supervises the health and safety of the students within the building and campus 

area. 

14. Assists the principal in the scheduling of teachers, students and facilities. 

15. Attends Board meetings when requested by the District Administrator. 

16. Executes all Board policies, rules and regulations as they pertain to the school, 

staff, and student body. 

17. Is responsible for the proper maintaining of all inventory items of the school and 

making certain there is a complete yearly inventory audit for all staff members.  

This includes areas such as P.E. lockers, gymnasium, stage, etc.  Accuracy for the 

reported information is one of the criteria for administrative evaluations. 

18. Jointly responsible for all employees providing accurate reporting of attendance 

information in the school, making an audit of attendance records on a periodic 

basis as directed by the principal.  These audits will cycle through every teacher.  

Accuracy for the reported information is one of the criteria for administrative 

evaluations. 

19. Ensures that all District, State and Federal reports are compiled accurately and on 

a timely basis.  Follows mandates of State law, Federal law, and school district 

policy. 

20. Conforms to the ethics of the American Association of School Administrators. 

21. Performs such other tasks and assumes such other responsibilities as the District 

Administrator or Principal may assign. 
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