
 
QUALIFICATIONS AND JOB DESCRIPTION 

GRADE 7 - 12 PRINCIPAL 
ELBA CENTRAL SCHOOL 

57 South Main Street, P. O. Box 370 
Elba, NY  14058-0370 

585-757-9967 
 
 
REPORTS TO:   Superintendent or his/her designee. 
 
PRIMARY FUNCTION: To provide effective instructional leadership for his/her 
building and manage those activities that contributes to the effectiveness of the total 
educational program. 
 
ESSENTIAL FUNCTIONS: 

1. The Principal exhibits and utilizes professional knowledge in an effective manner.   
The Principal will: 

a. Assist in the selection and assignment of high school personnel based on 
knowledge of ability, qualifications, past performance and high school 
needs. 

b. Demonstrate knowledge of District and high school curriculum. 
c. Lead curriculum development activities, providing opportunities and 

encouragement, for increased staff program expertise and involvement. 
d. Implement the District approved curricular scope and sequence in the high 

school setting. 
e. Administer systematic and effective methods to objectively monitor 

student progress. 
f. Utilize test results in analyzing program effectiveness and identifying 

areas needing improvement. 
g. Demonstrate continued personal growth through participation in 

professional activities and organizations. 
h. Evaluate progress toward instructional goals and objectives and make 

needed adjustments. 
i. Provide leadership in identifying and solving issues and problems facing 

the profession. 
 

2. The Principal utilizes effective strategies and activities in the performance of job 
responsibilities.  The Principal will: 

a. Effectively supervise the instructional performance of the professional 
staff through frequent and ongoing observation and evaluation. 

b. Provide assistance to the professional staff in developing effective 
classroom management and discipline techniques. 

c. Act as a role model for expected staff behavior by demonstrating 
leadership, management, and instructional skills. 

d. Implement an effective orientation program for newly assigned personnel. 
e. Demonstrate prudent risk taking and vision in the interest of school 

improvement. 
f. Administer school budget(s) in accordance with system regulations and 

board policies and legal requirements. 
g. Establish and clearly communicate building priorities and long-range 

goals. 



 
 

h. Implement a fair, consistent, and effective program of teacher evaluation. 
i. Participate as a member of the District’s Committee on Special Education 

 
3. The Principal effectively plans and prepares for job responsibilities.  The 

Principal will: 
a. Develop and implement administrative procedures consistent with federal 

law, NYS school law, NYS Department of Education and local school 
board policy. 

b. Make decisions in consideration of alternatives, consequences, and 
applicable research. 

c. Promote the incorporation of community resources into the high school 
program. 

d. Provide for the maintenance of accurate and current personnel, student, 
and fiscal records. 

e. Establish and/or maintain safety and security arrangements for school 
plant facilities and equipment. 

f. Coordinates the Health, Safety and Risk Management program for the 
District. 

g. Supervise health, guidance, and attendance services to insure the humane 
treatment of all students. 

h. Supervise the preparation of accurate budgets and effectively monitor 
expenditures. 

i. Ensure the accurate and efficient preparation of required district reports 
and requisitions. 

j. Monitor and supervise student extracurricular activities. 
 

4. The Principal exhibits effective human relation skills within the educational 
environment. The Principal will: 

a. Develop and maintain positive staff morale. 
b. Personally interact with parent groups to promote positive school-

community relations. 
c. Encourage parent visits and involvement in school activities. 
d. Provide appropriate orientation and induction programs for teachers and 

staff members. 
e. Demonstrate fair and equitable treatment of all teachers, staff, and 

students. 
 

5. The Principal effectively interacts with students.  The Principal will: 
a. Establish high expectations for student achievement that are directly 

communicated to students. 
b. Maintain adequate student discipline through the implementation of a fair 

and effective discipline code. 
c. Provide adequate supervision and acceptable student behavior at all high 

school sanctioned or sponsored activities. 
d. Encourage and allow students and student organizations to give 

meaningful and appropriate input to the operation of the school. 
e. Demonstrate an understanding of adolescent students. 
f. Serve as Chief Faculty Counselor for extracurricular activities. 

 
 



6. The Principal effectively communicates with others.  The Principal will: 
a. Define articulate and promote the internalization of a high school 

philosophy. 
b. Implement an effective method of reporting student progress. 
c. Communicate effectively both orally and in writing with various elements 

of the school community. 
d. Effectively communicate and support management team decisions and 

school board policies. 
e. Provide for systematic, two-way communication with teachers, staff and 

the community. 
 

7. The Principal manages time effectively.  The Principal will: 
a. Ensure the student and teacher schedules are developed which promote 

school objectives and minimize conflict. 
b. Establish clear rules and expectations for the use of time allocated to 

instruction. 
c. Complete assigned tasks on time. 
d. Provide for payroll verification and submission to the office. 

 
8. Other Responsibilities:   The Principal will: 

a. Supervise the administration of the interscholastic athletic program 
according to NYSPHSAA and local regulations and school policy. 

b. Maintain regular attendance. 
c. Perform such other tasks and assume such other responsibilities as the 

Superintendent may assign from time to time.  
 
 
   


