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To: Board of Directors 
  
From: Bob O’Donnell 
 
Re: Administrative Leadership Position Update 
 
Date: September 4, 2014 
 
 
This proposed job description, Assistant Superintendent (K-8), is an update of the job description 
for Supervisor of Elementary and Middle Level Education. The changes include title and 
qualifications. That is, the position change would require the PA Letter of Eligibility certification. 
Additionally, this position would shift from the Act 93 group into a contracted position. 
 
At a future meeting, we plan to bring forth a proposed action to eliminate the Supervisor of 
Elementary and Middle Level Education job description. 
 
 



 
STATE COLLEGE AREA SCHOOL DISTRICT 

 
TITLE:  Assistant Superintendent (K-8)  DATE: 9/22/2011  
 
REPORTS TO:  Superintendent     APPROVED BY:  
   
JOB SUMMARY:  Provide leadership in the areas of instructional 

administration, supervision and evaluation; including 
the process of budget development, staffing plans, 
demographic review and student assessment procedures. 
Assist the superintendent in all aspects of the 
operations of the district. 

 
PRIMARY DUTIES AND RESPONSIBILITIES: 
 

1. Assist the Superintendent and Board of School Directors in 
establishing educational goals that will foster instructional 
excellence, maintain compliance with requirements of the PA 
Department of Education, and ensure an understanding of the 
educational goals and instructional policies of the school 
district. 

 
2. Provide instructional leadership for coordination of the  

elementary and middle level educational programs. 
 

3. Support the process of K-8 curriculum development, 
implementation, and evaluation; interpret the existing 
curriculum for all district staff, the community, and the 
Board of School Directors, and ensure that the district’s 
professional staff evaluation procedures are aligned with the 
curriculum and implemented in a consistent manner.  

 
4. Collaborate with PA Department of Education and regional, 

state, and national organizations to ensure knowledge of 
developing best practices in educational leadership and 
compliance with state and federal regulations. 

 
5. Oversee the selection process, administration, and the 

reporting of results from K-8 testing and assessment programs 
to measure the programs’ effectiveness.   

 
6. Works cooperatively with district administrators to ensure 

coordination between elementary and secondary levels in the 
areas of respective responsibility.   

 
7. Direct, supervise, and evaluate the K-8 principals and 

Director of Curriculum. 
 
8. Supervise the preparation, presentation, and management of the 

K-8 instructional budgets; prepare annual instructional 
staffing plans, in collaboration with the district 
administrative team. 

 
9. Collaborate with the district administrators in the 

preparation, submission, and reporting of grant proposals and 
various local, state, and federal reports. 



 
 

10. Assist with the strategic planning process. 
 

11. Collaborate with K-8 principals to develop master 
instructional schedules and facilities utilization plans for 
each school; establish administrative procedures for the 
selection of textbooks, instructional supplies, materials, and 
equipment. 

 
12. Maintain communication with the community to ensure that the  

K-8 instructional program is responding to student needs and 
resolve any conflicts that arise. 

 
13. Establish and maintain favorable relationships with PTA/PTO 

Council and local community groups to increase understanding 
of K-8 instructional programs and initiatives and promote 
partnerships, and interpret community interests and concerns 
regarding elementary education issues to the Superintendent. 
 

14. Facilitate development of collaborative initiatives with Penn 
State University and other colleges/universities; review and 
recommend proposed research projects for district 
participation. 

 
15. Assist with the process of collective bargaining. 

 
16. Perform other duties as assigned by the Superintendent. 

 
 
QUALIFICATIONS:  Eight (8) to ten (10) years experience in multiple 

areas of public education necessary, including 
elementary or middle school instruction and 
administration/supervision  

  Masters degree necessary 
  Doctorate preferred 
  Proper Pennsylvania administrative certification 
  Pennsylvania letter of eligibility necessary 
  Knowledge of K-12 curriculum, instruction, 

assessment, school organization and management, 
school district policy, and PA school law 

   
PHYSICAL DEMANDS: Ability to reach above and below the waist   

Ability to use fingers to pick, feel and grasp 
objects 
Ability to lift and/or carry supplies and/or papers 
weighing no more than 10 lbs.  
Ability to mostly sit with some walking, standing or 
moving throughout the district   
    

SENSORY ABILITIES:Visual acuity 
Auditory acuity 

 
WORK ENVIRONMENT: Typical office environment 
   Subject to inside environmental conditions 
 
 



 
 
 
TEMPERAMENT:      Must possess excellent interpersonal skills 

Must be able to work in an environment with frequent 
interruptions 
Able to make judgments and work under high level of 
stress 

 
COGNITIVE ABILITY:Ability to communicate effectively 

  Ability to organize tasks     
   Ability to handle multiple tasks 
   Ability to exercise good judgment 
 
SPECIFIC SKILLS: Must possess leadership skills 

Must possess supervisory skills 
Must possess computer skills 

   Ability to operate various office equipment 
 
(Reasonable accommodations may be made to enable a qualified individual 
with a disability or disabilities to perform the primary duties and 
responsibilities of the job.) 
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