
Scott County School District 2 
Job Description 

 
Title:   Assistant to the Superintendent 
Selected By:  Superintendent and Scott 2 Board of Trustees 
Evaluated By:  Superintendent 
Reports To:  Superintendent 
 
Summary: To assist the superintendent in the overall articulation and implementation of the 
school district’s curriculum, instruction, programs, and day-to-day operations and services.  In 
addition, to oversee professional development activities, grant programs, the district’s strategic 
plan, and other areas related to the total educational program as designated by the 
superintendent. 
 
Essential Duties and Responsibilities: 
1.  Provide leadership in planning and conducting curriculum including special programs 
  for new initiatives, new courses, funding, and staffing requirements. 
2.  Participate in the selection of district curriculum materials for (both digital and print) 
  and provides guidance to all concerned stakeholders regarding instructional content.   

Develop appropriate policies that deal with instructional and curriculum issues in 
conjunction with Scott 2 Administrative Team.  Directs the coordination and articulation 
of the district’s curriculum across and between grade levels. 

3.  Oversee the development and implementation of instructional programs from PK-12,  
including online, virtual, and distance education opportunities for students. 

4.  Oversee the development and implementation of the district’s 1:1 technological 
  teaching and learning integration program across PK-12. 
5.  At the superintendent’s request, assists in interpreting the educational program to the  

local Board of Education, parent groups, and community stakeholders. 
6.  Consults and works with the administrative team regarding instructional resources and  

needs. 
7.   Assists the superintendent in areas related to the instructional program as determined 
  by the superintendent. 
8.  Fulfills the duties as the school district’s High Ability Coordinator, including writing and  
 overseeing the grant and budget for the High Ability program. 
9.  Fulfill the duties as the school district’s Title Programs Coordinator.  This includes 

overseeing the entire district’s Title I program and staffing, the Title I budget(including in 
collaboration with Superintendent and Business Manager), and working with the Indiana 
Department of Education’s Title I Department.  Additionally, oversee the district’s Title II 
and Title III Programs. 

10.  Assist the Scott 2 Administration as needed on the Accreditation, PL 221 process, and 
  ESSA requirements. 
11.  Apply for, write, and monitor grants and grant related projects that relate to the school  

district’s mission and vision.  
12.  Collaborate with and work with the local classroom teachers association through  



attendance and participation in district discussions as needed. 
13.  Supervises and helps evaluate district personnel as designated by the superintendent. 
14.  Assists in and participates on district and community committees as assigned by the  

district superintendent. 
15.   Serves as the school district’s Attendance Officer and assists building level  

administrators in identifying at-risk students and providing opportunities for these  
students to receive additional community interventions through collaborations with 
local community agencies. 

16.   Collaborates and co-presents with the Superintendent on the New Teacher Orientation  
and the Substitute Teacher Orientations. 

17.   Coordinates and monitors the Kindergarten Enrollment process and procedures. 
18.  Performs the duties as the Scott 2 District Hearing Officer for all student due process  

procedures. 
19. Performs the duties as the Corporation Anti-Harassment Compliance Officer, 

Non-Discrimination and Access to Equal Education Compliance Officer, and the Non-
Discrimination and Equal Employment Opportunity Compliance Officer.  

20.   Perform other duties as assigned by the superintendent. 
 
Qualification Requirements:  To perform this job successfully, an individuals must be able to 
perform each of the essential duties 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. 
 
Education and Experience:  Broad knowledge of the principles and practices of school 
administration and of current educational trends in curriculum and instruction; comprehensive 
knowledge of the methods, materials, procedures, and practices of the specialties assigned to 
the office; ability to establish and maintain effective working relationships with staff and citizens; 
ability to manage fiscal, physical, and human resources to successfully carry out the function 
and programs of the office; ability to communicate effectively, both orally and in writing. 
 
Valid Indiana Principal’s License Required.  Earned Degree in School Administration, 
Educational Leadership, Curriculum, or a Related Field; a minimum of five years of 
progressively more responsible experience in teaching, related educational specialty, 
supervision or administration (minimum of three years teaching experience and three years 
public school administrative experience preferred); or equivalent education and experience. 
 
Language Skills:  Ability to read, write, interpret documents such as curriculum guides, budgets, 
test results, labor contracts, grant applications, statutes, and policies.  Ability to understand and 
generate written memorandums, employee evaluations, and correspondence with business and 
public contacts.  Ability to write speeches and articles for publication that conforms to a 
prescribed style and format.  Ability to effectively present information to administrators, public 
groups/community, and board of education.  Ability to speak effectively to individuals and 
groups. 
 



Mathematical Skills:  Ability to add, subtract, multiply, and divide in all units of measure, using 
whole numbers, common fractions, and decimals.  Ability to apply ratio, percent, probability, and 
estimation concepts.  Possess an understanding of, and the ability to interpret for others, 
statistical information. 
 
Reasoning Ability:  Ability to apply common sense understanding to potentially technical 
situations.  Ability to establish priority ordering of tasks necessary to complete a project and 
convey these understandings and priorities to others.  Ability to employ logical sequencing, 
trouble-shooting, problem-solving, and decision-making skills.  Ability to define problems, collect 
data, establish facts, and draw valid conclusions. 
 
Other Skills and Abilities:  Ability to apply knowledge of current research and theory in specific 
field.  Ability to establish and maintain effective working relationship with students, staff, and 
school community.  Ability to perform duties with awareness of all district requirements and 
Board of Education policies.  Must have a working knowledge of computer technology and the 
capabilities that computer technology brings to education. 
 
Physical Demands:  The physical demands described here are representative of those that 
must be met by an employee to successfully perform the essential functions of this job.  
Reasonable accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 
 
While performing the duties of this job, the employee is regularly required to sit, to stand, to 
walk, to talk, to listen, to go up and down stairs, to use a telephone, computer, and to also write.  
Occasionally the employee must lift and/or move up to twenty (20) or more pounds.  Specific 
vision abilities required by this job include close vision and distance vision.  The employee must 
be able to travel from building to building and occasionally out of the district, while meeting the 
demands of this job.  Essential to this position, the individual must meet deadlines with severe 
time constraints, interacting with the public and other colleagues.  Occasionally, the position 
requires the employee to work irregular or extended hours, direct responsibility for the safety, 
well-being, and work output of other people, and meet the multiple demands from several 
people.   
 
Terms of Employment:  Salary based on agreed upon amount; 225 day contract 
 
 
 
 
 


