
Cabell County Schools Job Description 
 

Revised June 29, 2026 
 

Title Of Vacancy: High School Assistant Principal 
 

Location: As per job posting 
Position Type: Administration 
 
Employment Term: 

 
230 days 

 
Application Portal: 

 
https://jobs.cabe.k12.wv.us/ 
 

 
Salary: 

 
As per Cabell County pay schedule 
 

Supervisor: Principal 
 
Job Summary: 

 
An Assistant Principal supports the Principal in providing instructional 
leadership, managing daily building operations, and fostering a safe, 
inclusive learning environment. They handle student discipline, 
supervise and evaluate staff, supervise students during school and 
extra-curricular activities, and build positive relationships with families 
and the community.  

 
Qualification: 

 
1. Hold and maintain a West Virginia administrative certification for 

principal in appropriate grade levels. 

2.  Successful secondary teaching experience required. High school 

teaching experience preferred. 

3. Working knowledge of the duties and responsibilities of the position. 

4. Curriculum and instruction leadership. 

5. Ability to work cooperatively and effectively with others to work 

effectively as a member of an educational team. 

6. Effective written and oral communication skills necessary for 

maintaining effective relationships with the school community. 

7. Exhibits professional conduct when working with staff, students, and 

the community 

 
 

 
Duties and 
Responsibilities: 

 
1. 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. 

2. Assist in the supervision, distribution, and inventory of textbooks and 

instructional supplies. 

3. Assist in the supervision and evaluation of the faculty and staff, 

including extra-curricular assignments. 
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4. Assist in coordinating ancillary services necessary for the operation of 

the school. These services include, but are not limited to budgeting, 

transportation, support services, pupil services, health and social 

services, federal programs and special education. 

5. Assist the staff with student relations, staff development, community 

relations, student discipline, attendance and the instructional program. 

6. Implement and administer regulations, policies, and procedures as 

pertain to student conduct. 

7. Adhere to all WVSSAC and Cabell County School regulations and 

policies. 

8. Assist the principal in forming the master schedule. 

9. Maintain professional work habits. 

10. Prepare and submit or assist in preparing and submitting reports, which 

include but are not limited to budget reports, Strategic plan, Special 

Education, and discipline. 

11. Assist in arranging for substitute teachers and provide appropriate 

orientation and evaluation of their performance. 

12. Attend professional development to promote professional growth and 

impact school success. Maintain or upgrade skills by working toward 

self-improvements. 

13. Willing to work flexible schedule during the school term and summer. 

14. Collaborate with the principal to develop the Strategic Plan. 

15. Assist with the management and the leadership of the school’s 

assessment programs. 

16. Attend and participate in PLCs (Professional Learning Communities) 

and data meetings to make decisions to impact student achievement and 

school culture.  

17. Assist with the hiring of professional employees. 

18. Evaluate employees, as assigned by the principal. 

19. Comply with Federal, State, County, and local laws and policies. 

20. Facilitate IEP and 504 meetings as required.  

21. Comply with Policy 2419 and Section 504.  

22. Report abuse and neglect as a mandated reporter.  

23. Perform other duties and responsibilities as assigned by the principal. 

 
Additional Information: 

 


