
Job Description 

WYOMING CITY SCHOOL DISTRICT 

An Equal Opportunity Employer 

 

Job Title:  Wyoming City Schools Assistant Principal  

 

Work Days/hours: 220 

 

Reports to:  Wyoming Division Principal 

 

FLSA Status: Exempt 

 

Positions supervised:   All staff in division as designated by Division Principal 

 

Position description:   

The Assistant Principal in Wyoming City School provides leadership, vision, and support 

to the division in which they serve.  They assist the Principal in all aspects of the 

division’s programming in a manner that supports and enhances the district’s vision.     

 

Qualifications 

- Master’s degree or higher with specific emphasis in administration and 

supervision preferred 

- Prior administrative experience preferred 

- Valid Ohio certification(s) as required 

- Ability to communicate effectively with other staff members to enhance the 

district vision  

- Ability to resolve conflicts and solve problems in a collaborative manner 

- Ability to establish positive relationships with staff, community, and other 

administrators 

- Knowledge of best practice in instructional leadership, supervision, and 

evaluation 

- Knowledge of best practice concerning intervention and special education  

- Provide documented evidence of a clear criminal record as required by law 

- Meet all legally mandated health requirements 

 

Working Conditions 

- General office conditions 

- Duties may require working under time constraints 

- Sedentary with some light lifting 

- Noise level is usually quiet 

- Occasional, possible exposure to blood, fluids and tissue, and communicable 

diseases 

- Potential for interaction with unruly individuals and/or children 

- Frequent travel to and from events required 

- Large volume of night and weekend hours required 

 



Key Responsibilities 

 

- Assist the Principal by providing instructional leadership that enhances the 

division’s ability to deliver the curriculum via outstanding instruction  

- Assist the Principal in development of high quality professional development for 

the division 

- Assist the Principal with student supervision 

- Develop and implement procedures that insure a safe environment for students 

and staff 

- Assume primary responsibility for the resolution of discipline issues in a manner 

consistent with Wyoming City Schools policies and vision 

- Assume primary responsibility for the oversight of the physical facilities in the 

division 

- Assist the Principal in the processes of selection, retention, promotion, 

supervision, assignment, and evaluation of all staff 

- Assist the Principal in all managerial tasks necessary for the sound operation of 

the division such as schedules, handbook preparation, generation of timely and 

accurate reports, monitoring of attendance, etc. 

- Serve as a productive member of Wyoming City Schools committees as required 

- Provide leadership in the areas of intervention, gifted education, and special 

education 

- Assist the Principal in promoting positive public relations through community 

interaction and attendance at Wyoming City Schools events 

- Assume other duties as assigned by the Superintendent or designee  

 

Compensation 

 

Commensurate with qualifications and experience 

 

BOE approval date:  2/27/06 

 

 

  

 

 

 


