Lamont Christian School

Administrator/Teaching Position Description

INTRODUCTION

The administrator is directly responsible to the Board of Directors and serves as the administrative leader of the school with the following responsibilities:

A. LEADERSHIP

1. Provide educational leadership to the faculty and board.

2. Provide educational leadership to the Society as a member of the administrative team. 

3. Attend all meetings of the school board and keep it fully informed concerning the school’s total operations. 

4. Encourage and cultivate a positive spiritual and professional Christian character in the school.

5. Serve on the Education and Finance committees of the Society, attending them as required by the board, and staying current with other standing committees.
6. Participates in the review of policies and communicates them to parents, teachers and students. 

7. Lead regularly scheduled monthly staff meetings.

8. Represent Lamont Christian School at monthly EOCS Administrator meetings.

B. INSTRUCTION

1. Implement and administer the total educational program of the Society.

2. Establish an environment that encourages instructional growth, innovation and creativity by the members of the staff. 

3. Conduct an on-going assessment of the educational program to determine if problem areas exist and how these problems should be addressed. 

4. Evaluate classroom instruction and staff to ensure that a Christian philosophy of education as held by the Society is being fully integrated in the instructional program per by-laws of the Society.

5. Determine instructional resources required by the staff to provide the support required for effective teaching. 

6. Assist the staff with management and discipline problems to achieve an excellent learning environment in the school. 

7. Assist by teaching part-time (30%) in middle school classroom, curriculum area to be determined.   
C. OPERATION

1. Supervise the daily operation of the school.

2. Maintain a supervisory program to ensure the health, safety and general welfare of both students and staff. 

3. Ensure school liaison with all school support groups. 

4. Maintain record keeping practices essential to ongoing operations.
5. Submit a monthly report to the board of directors. 

6. Assist in developing annual budget needs and administer the school within the adopted budget.

7. Supervise and coordinate the activities and programs of all extra-curricular student activities and accept fiscal responsibility for them, including but not limited to student athletes.  
D. PERSONNEL

1. Supervise all staff members – professional and non-professional. 

2. Evaluate all staff members on a regular basis and keep the evaluations in an appropriate employee file. 

3. Demonstrate sensitivity and concern for each staff member and be accessible for interaction with staff members. 

4. Determine staffing needs and assist in filling those needs. 

5. Initiate staff in-service programs. 

6. Provide substitute teachers when required. 

E. PUBLIC RELATIONS

1. Establish regular communication with parents and constituents through bulletins and other appropriate means. 

2. Make certain that the public image of the school is one of prompt service, cooperation and courteous treatment of all parents, constituents and members of the public. 

F. FACILITIES/TRANSPORTATION 

1. Responsible for overseeing the custodial care of building and equipment.

2. Oversee building and equipment and reports need for care, maintenance, safety and security.

G. VARIA: Perform any other duties assigned by the Board of Directors. 
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