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CENTRAL DAUPHIN SCHOOL DISTRICT             POSITION DESCRIPTION 
 

 

Position:   Elementary School Principal 

 

Department: Superintendent                       FLSA:   Exempt 
 

Reports To: Assistant Superintendent      

 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES 

 

 A. Staff and Personnel 

 Provide general supervision and direction to all employees assigned to the building. 

 Observe and evaluate assistant principals (if applicable) and teachers and evaluate support staff. 

 Review the assignment of teachers and the need for changes in the teaching staff due to enrollment changes 

and state mandates. 

 Develop the master schedule. 

 Assist with the recruiting, interviewing and recommending of building staff. 

 Encourage professional growth among the staff through classroom visitations, conferences, in-service 

programs, and faculty meetings. 

 Develop and maintain courteous, respectful and professional interactions with staff. 

 

B. Curriculum, Instruction and Assessment 

 Coordinates curriculum planning, writing and its implementation as it pertains to building level needs. 

 Is knowledgeable of the district approved curriculum at the assigned building level. 

 Ensures that instruction is in compliance with the district’s curriculum and meets state education standards 

as set forth in Chapter 4. 

 Provides leadership to the staff on instructional methods.   

 Continue to stay informed on latest trends in educational methods, materials, and procedures. 

 Assists in the analysis of standardized test data and makes recommendations for program changes. 

 Oversees the administration of the building’s testing program with special emphasis on the PSSA. 

 Supervision of the overall building discipline program through the assistant principal(s) ensuring that the 

discipline given is consistent with established building level guidelines. 

 Serves as the district’s local education agent (LEA) for protected class students as identified in IDEA and 

ensure compliance with individualized educational programs. 

 Ensures compliance with all aspects of Chapter 14 and IDEA 2004 relating to special education. 

 Coordinates and supervises all building after school activities as needed. 
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C. Business Affairs: 

 Serve as consultant regarding custodial, cafeteria, clerical, paraprofessional, and volunteer services for the 

elementary school. 

 Compile and file reports necessary for local building, district, state, and other agencies. 

 Develop an annual elementary school budget cooperatively with the department chairpersons and staff. 

 Supervise the acquisition and distribution of all budgeted textbooks, supplies, and equipment. 

 

D. Community Relations: 

 Maintain a line of communication between the school and community through newsletters, etc. 

 Utilize community resources in the best interest of educational and support programs. 

 Represent the elementary school in community activities related to the elementary school. 

 Effectively communicate the school’s educational program to parents and community groups. 

 Support community service activities and organizations. 

 Develop and maintain courteous, respectful and professional interactions with the parents and community. 

 

E. Professional Growth: 

 Belong to, attend, and participate in local, state, and national professional organizations. 

 Develop, write and work toward the achievement of annual goals. 

     

    F.     Other 

 Performs all other duties as assigned by the Superintendent. 

 

 

To perform this job successfully, an individual must be able to perform each essential duty  

satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability 

required.  Reasonable accommodations may be made to enable individuals with disabilities to perform 

the essential functions. 

 

 

QUALIFICATIONS  

Knowledge and abilities: The principal will possess a thorough and current knowledge of curriculum and effective 

teaching practices and techniques. He/she will have an understanding and ability to use technology, specifically word 

processing software, spreadsheet software, email programs, the internet and district student management software. The 

principal will demonstrate the ability to manage staff and students in a professional manner. The principal will 

demonstrate proficiency in written and oral communications. The principal will have knowledge of local policies, state 

and federal laws pertaining to student and academics. The principal will demonstrate problem-solving abilities by 

collecting data, establishing facts and drawing valid conclusions.  

 

Physical Abilities: see attached  

 

Education and Experience: The principal will hold a valid Administrative II certificate and a Masters degree. He/she will 

have prior years experience as an assistant principal, including experience in scheduling and curriculum development. 

He/she will demonstrate a commitment to continuing to improve his/her knowledge and skills by successfully completing 

additional coursework in school leadership, management, personnel, and public relations. 
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WORK ENVIRONMENT & PHYSICAL DEMANDS CHART -  POSITION: Elementary School Principal 

PERCENTAGE OF WORK 

TIME 

1-

33% 

34-

66% 

67-

100% 

PERCENTAGE OF WORK 

TIME 

1-

33% 

34-

66% 

67-

100% 

PERCENTAGE OF WORK 

TIME 

1-

33% 

34-

66% 

67-

100% 

1. Standing/Walking X   16. 51 Pounds or more X    

2. Sitting  X  DOES THIS JOB REQUIRE? EXCHANGE OF IDEAS: 

3. Twisting X   17. Working in hot, cold, wet surrounds X   31. Ability to express or exchange ideas   X 

4. Lifting/Carrying X   18. Working outdoors X   32. Ability to understand 

communication of others with or 

without adaptive devises. 

  X 

5. Pushing/Pulling X   19. Working with or near chemicals X    

6. Climbing (Ascending 

   descending) 

X   20. Potential exposure to communicable 

diseases 

X   Obtaining impressions through the eyes of the shape, size, distance, 

motion, color or other characteristics of objects with or without adaptive 

devices. 

7. Bending/Stooping X   21. Working near radiation sources X   THE MAJOR VISUAL FUNCTIONS ARE: 

8. Using arm muscles frequently or for 

extended periods. 

 X  22. Working with hazardous waste 

materials 

X   33. Acuity, far - clarity of vision at 20 

feet or more. 

 X  

9. Using leg muscles frequently or for 

extended periods. 

X   23. Utilizing essential upgraded or 

adaptive equipment as industry 

standards require  

X   34. Acuity, near - clarity of vision at 20 

inches or less. 

  X 

10. Using back muscles frequently or for 

extended periods. 

X   24. Using hand tools X   35. Depth perception - three-

dimensional vision.  The ability to judge 

distance and space relationships so as to 

see objects 

 X  

LIFTING REQUIREMENTS 25. Operating vehicle X   here and as they actually are.    

11. 2 - 10 Pounds  X  26. Potential for cuts and bruises X   36. Field of vision - the area than can be 

seen up and down or the right or left 

while the eyes are fixed 

 X  

12. 11 - 20 Pounds X   27. Using a calculator X   on a given point.    

13. 21 - 30 Pounds X   28. Using a personal computer   X 37. Accommodation - adjustment of the 

lens of the eye to bring an object into 

sharp focus.  This item is especially 

important when doing near-point work 

at varying distance from the eye. 

  X 

14. 31 - 40 Pounds X   29. Regular Attendance/ 

     Punctuality 

  X 38. Color vision - the ability to identify 

and distinguish colors. 

X   

15. 41 - 50 Pounds X   30. Ability to do Math  

     Literate 

  X     

 
 


