
	  

	  

	   State College Area School District      VI-B3 
131 West Nittany Avenue 
State College, PA 16801 

	  
	   	   	   JOB DESCRIPTION 

	  
	  
Job Title: Dean of Students   Effective Date:  
 
Reports to: Associate Principal and   Department: High School 
  High School Principal 
              
Job Summary: Assist the High School Principal in administering the student conduct code and monitoring of 
compulsory attendance requirements.  Promotes an effective learning environment.  Promotes close working 
relationships with parents, students and staff.  Keeps the principal informed about emerging issues.  
              
Qualifications: 
 Education: Administrative Certification or currently enrolled in an administrative certification program  
 
 Experience: Not required 
 
Such alternatives to the above qualifications as the Board may find appropriate and acceptable 
 
              
Essential Duties and Responsibilities: 

1. Upholds the district’s student conduct code.  Monitors attendance. 
2. Upholds board policies and follow administrative procedures. 
3. Maintains visibility.  Promotes a favorable image of the school district.  Builds community partnerships 

that enhance district programs and services. 
4. Investigates student attendance and conduct concerns.  Helps parents and students understand 

attendance and behavior requirements.   
5. Counsels students to acknowledge and manage responsible personal conduct.  Helps resolve problems 

that impede student learning and/or participation in school activities. 
6. Supports educational programs.  Participates in parent conferences and IEP meetings as requested. 
7. Helps supervise student activities as directed (e.g. arrivals/departures, parking lots, lunch periods, hall 

duty, extracurricular programs, etc.) 
8. Prepares and maintains accurate records.  Submits reports on time.  Maintains district records as 

mandated by law and/or board policy. 
9. Maintains confidentiality of privileged information. 
10. Takes precautions to ensure staff/student safety.  Intervenes and works with staff to eliminate 

unacceptable behavior. 
11. Supports and participates in school and student activities as time permits. 
12. Participates in professional growth opportunities. 
13. Accepts personal responsibility for decisions and conduct. 
14. Strives to develop rapport and serve as a positive role model for others. 

 
           ___   
Ancillary Duties:  
    Any other duties as assigned by the High School or Associate 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  
   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) 


