
	  

	  

	   State College Area School District    VI-B2 
131 West Nittany Avenue 
State College, PA 16801 

	  
	   	   	   JOB DESCRIPTION 

	  
	  
Job Title: Associate High School Principal  Effective Date:  
 
Reports to: High School Principal   Department:  
   
              
Job Summary: Assist the High School Principal in overseeing and the management of curriculum, staff, students, 
  activities, and administrative aspects of the school.  Responsible for supervision of Assistant  

Principals and Dean of Students.  Establish and maintain an orderly and safe school 
environment. 

 
              
Qualifications: 
 Education: Master’s Degree required 
 
 Experience: Five (5) years experience in public education, including elementary or secondary school 
   instruction 
   Pennsylvania administrative certification 
 
 Skills:   
 
 Clearance: Pennsylvania State Police (Section 111 of the Pennsylvania School Code) 
  Pennsylvania Department of Public Welfare in accordance with Act 151 of 1994 
  Federal Criminal History Record in accordance with Act 114 of 2006 

    Arrest/Conviction Report and Certification Form as required under Act 24 of 2011 
 

Such alternatives to the above qualifications as the Board may find appropriate and acceptable 
 
              
Essential Duties and Responsibilities: 

1. Direct the activities of the staff and students and ensure a safe, orderly, and smooth functioning 
environment conducive to learning. 

2. Develop and administer the annual master schedule, working in conjunction with the principal and district 
department leaders. 

3. Implement student achievement improvement efforts as required by state and national regulations and as 
directed by the district.  This will include but not be limited to school regulations and as directed by the 
district.  This will include but not be limited to school improvement plans, standardized testing, 
remediation, collection and reporting of data as required, and the development of special schedules and 
testing windows as necessary. 

4. Implement student achievement improvement efforts including directing the PSSA student achievement 
plan, developing PSSA testing schedule, establishing and overseeing the processes related to 
assessment and reporting student progress.  Coordinate all AP testing programs and reporting of student 
data as needed. 

5. Collaborate with district wide administration team regarding new or changing instructional methods, 
materials, strategies, and programs. 

6. Coordinate all co-teaching assignments with department supervisors for Special Education, English, 
Math, Science and Social Studies. 

7. Assist, determine, develop and implement plans for staff development for the building that facilitates 
professional growth and enhance the quality and efficiency of teaching. 

8. As per district-level administration’s directives, assist in the completion and submission of all required 
reports, forms, and data requests on time to the designated sources. 

9. Work/meet with other administrators and staff to foster team collaboration and effectiveness. 



	  

	  

10. Provide leadership and direction to students and support advisors with various class activities. 
11. Administer the code of conduct, maintain accurate discipline records, and monitor the halls, outdoor areas 

and lunchroom; and supervise the staffing of detention, parking lot monitors, bus duty, lunch duty, and 
security personnel. 

12. Oversee daily student attendance procedures. 
13. Collaborate with Principal to supervise, evaluate and monitor teachers, supervisors, paraprofessionals, 

secretaries and lunchroom monitors. 
14. Assist the Principal with the development of the annual budget. 
15. Serve as Chair of LEA’s. 
16. Attend assigned meetings to include but not limited to A-Team, Traumatic Events, department, RIT 

intakes, Action Team, and faculty meetings. 
17. Attend and serve as liaison for parent meetings, Truancy Court, discipline, conferences, teacher training, 

and professional development opportunities. 
18. Provide leadership in recruiting, screening, interviewing, and recommending staff, including substitutes for 

various positions. 
19. Oversee graduation and various senior class events such as prom, awards ceremony, selection of 

scholarships, and award winners. 
20. Respond to unforeseen problems/emergency situations and monitor health/safety issues; and conduct 

various emergency drills (fire, tornado, etc.) and provide reports to the Director of Physical Plant.  Assist 
with bus evacuation drills. 

21. Revise and edit student/faculty handbooks and assist with parent newsletters. 
22. Chaperone dances, concerts, and athletic events as well as supervise various extra-curricular activities. 

Serve as the administrator-in-charge of coordinating chaperone duties. 
23. Serve on various committees to represent the high school at the direction of the Principal. 
24. Plan and oversee weekly calendar distribution and academic celebrations. 
25. Intervene in all parental concerns relative to the assigned grade level(s). 
26. Responsible to assume role of High School Principal in that individual’s absence. 

 
           ___   
Ancillary Duties:  
    Any other duties as assigned by the High School Principal 
 
              
Physical Demands: 
 
Light Work – Exerting up to 20 pounds of force frequently, and/or a negligible amount of force constantly to move 
objects.  If the use of arm and/or leg control required exertion of forces greater than that of sedentary work and if 
the worker sits most of the time, the job is considered light work. 
 
Check the essential physical requirements of the job: 
    X     Visual acuity (color, depth perception and field of vision) 
    X     Seeing        X     Hearing        X     Talking 
           Climbing           _ Balancing       X     Stooping 
    X     Kneeling              Crouching       X     Reaching 
    X     Standing       X     Walking               Pushing 
           Pulling        X     Fingering       X     Grasping 
           Tactile sense              Repetitive motions 
 
Lifting:   50 lbs.  75 lbs.  100 lbs. 
Floor to Waist      X      _____  _____ 
Waist to Shoulder     X      _____  _____ 
Overhead      X      _____  _____ 
Carry 20 feet      X      _____  _____ 
 
              
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 
   Must be 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  
   Approximate employees (Direct ___/Indirect ___) 
   Must possess computer skills 
   Ability to operate various office equipment 
   Must possess conflict mediation skills 
 
 
 
 
I have read and understand the job description for this position.  I am able to perform the functions of the 
position (without accommodation or with reasonable accommodation). 
 
 
              
  (Signature)        (Date) 


