TRENTON BOARD OF EDUCATION
Human Resources Department
108 North Clinton Avenue
Trenton, New Jersey 08609
Job Description

I. GENERAL JOB INFORMATION

JOB TITLE:
DIVISION ASSISTANT SUPERINTENDENT
STATUS:


Hourly______

Salaried X____





Non-Exempt _____
Exempt ___X___

REPORTS TO:

Superintendent
SUPERVISES:

Principals, Directors, Supervisors
TERMS:


Twelve (12) month year

EVALUATION:

Performance of this position will be evaluated in accordance with 





Board policy.
SALARY:


In accordance with experience.

PRIMARY ROLE:
To assist the Superintendent with effectively providing leadership that improves student achievement and accountability of staff.

II. QUALIFICATIONS
1. Master’s Degree in education or related field from an accredited college or university required, doctorate preferred.

2. NJ School Administrator certification or certificate of eligibility.

3. Minimum of 10 years experience as a teacher and/or administrator, required.
4. Minimum of two (2) years experience as a central service administrator, preferred.
5. Demonstrated leadership working with administrators, teachers, support staff, students, parents, and community members.

6. Excellent oral and written skills.

7. Demonstrated excellent interpersonal skills that enables the building of relationships and relating to all levels of staff.

8. Knowledge of NJCCCS and NCLB.

9. Experience supervising and evaluating administrators.

10. Demonstrated ability of interpreting standardized test data in making sound decisions for staff professional development, staff assignments and student needs.

11. Demonstrated knowledge of proficiency utilizing technology.

III. PERFORMANCE AND RESPONSIBILITIES
1. Serves as instructional leader of an identified division.

2. Meets with division principals to review, interpret and assess student standardized test results and develop strategies to continue improvement in student achievement.

3. Serves as the ombudsperson for principals in his/her division.

4. Works closely with building level administrators to ensure the full implementation of district curriculum.

5. Oversees the day-to-day operations of division schools.

6. Oversees the appropriate implementation division schools’ budgets as they relate to staff and students.

7. Ensures that division principals adhere to all state, federal regulations and board policies.

8. Assures that in his/her division educational opportunities, instructional standards, and expectations for staff and student performance are maintained at a high level.

9. Serves as a liaison for division principals with other central office administrators.

10. Supervises, evaluates and directs the work of division principals and directors.

11. Schedules, facilitates, and organizes principal meetings.

12. Keeps weekly log of school visits.

13. Keeps division principals abreast of pertinent information.

14. Identifies potential candidates for principalships and other administrative positions.

15. Works closely with division principals in the preparation of school budgets, staffing needs, concerns raised by SLC, and community relations.

16. Assesses the professional development needs of division principals.

17. Attends all Board meetings.

18. Serves on the Superintendent’s cabinet.

19. Prepares reports as directed by the superintendent.

20. Keeps abreast of educational trends that affect teaching/learning.

21. Maintains own professional development to ensure effectiveness as an educational leader.

22. Performs such other tasks and assumes such other responsibilities as directed by the superintendent.

Board Approval: ____________________________

