Cabell County Schools
Job Description
Middle School Assistant Principal

Title: Middle School Assistant Principal

Reports To: Principal

Application Portal: Click here for Cabell Schools Employment

Salary Schedule: Based on FTE, Degree and Years of Experience
Click here for Cabell County pay schedule

Length of Employment: 215 Days

Qualifications:

« Hold and maintain West Virginia certification as a principal at grades 6-8
« Minimum of three (3) years of successful teaching experience
« Completed or willing to complete the state-required evaluation training.

Knowledge of:

o Professional Learning Committee (PLC)

« County approved assessments and how to appropriately analyze data to facilitate instructional changes

o Extra-curricular activities and events

o Curriculum instructional techniques, student learning styles, student assessment criteria, school personnel
performance, evaluation skills, and family issues

o County approved technology software to promote learning
o Policy related to Expected Behaviors in Safe and Supportive Schools
o Multi-Tiered Systems of Support
+ Effective strategic planning
+ West Virginia Standards for Effective Schools
o Mental Health and wraparound services
Ability to:

o Work cooperatively and effectively with others and to work successfully as a member of an administrative
team

+ Demonstrate effective written, oral, and presentation skills necessary for maintaining effective
relationships with the school community

+ Demonstrate self-control and always maintain a positive attitude

+ Demonstrate efficient and effective use of county approved technology such as Office 365 applications and
Apple products

+ Leverage community partners and build relationships

+ Manage school faculty and staff appropriately

« Appropriately address student, staff, and parent concerns

Performance Responsibilities:

o Assume full charge of the school in the absence of the principal, subject to the same definitions and
limitations of responsibility and authority as the principal

Assist in the supervision, distribution, and inventory of textbooks, technology, and instructional supplies
Assist in the supervision and evaluation of the faculty and staff, including extra-curricular assignments
Assist in the preparation of reports and accurate data entry

Assist in coordinating supplementary services necessary for the operation of the school; These services
include, but are not limited to, budgeting, transportation, support services, strategic planning, pupil
services, health, and social services, federal programs, and special education.

o Assist the staff with student relations, staff development, community relations, student discipline,


https://boe.cabe.k12.wv.us/ccboe/
https://www.cabellschools.com/Page/222

attendance, and the instructional program
« Implement and administer regulations policies, and procedures as pertain to student conduct



o Manages all aspects of athletics, including scheduling of activities and officials, ordering and inventory of
equipment, budgeting, and adhering to all WVSSAC and Cabell County School regulations and policies

o Assistinarranging for substitute teachers and provide appropriate orientation and evaluation of their
performance

« Maintain or upgrade skills by working toward self-improvement, reacting favorably to constructive

criticism, and attending in-service training and available workshops

Interpret various data and make sound instructional decisions to improve the school

Follow and promote district and school goals, mission, and core beliefs

Follow all Special Education policies

Complete and conduct accurate investigative reports when appropriate

Attend and lead collaborative teams on a regular basis

Perform other related duties as assigned by the principal

Dean of Students:

¢ Advise and guide students in the improvement of their attendance and behavior.

« Work with guidance counselors, student support services, and other agencies

o Provide guidance and direction of discipline to students in accordance with school, county, and state
regulations, and notify the principal of disciplinary actions

Check eligibility of students for participation in extra-curricular activities

Supervise students at school-sponsored extra-curricular activities.

Assist in the orientation of new students

Keep accurate records of each student’s attendance and work with the county directors on student
attendance

o Assist with the GSA and/or other tests or assessments required or adopted by Cabell County Schools
+ Utilize Positive Behavior Intervention Supports (PBIS) when handling student discipline

« Anyone accepting this position is mandated to report suspected abuse and neglect

+ Monitor students to ensure they are picked up by the appropriate parent or guardian
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