Elfrida Elementary School District

Position Description

Principal
Job Statns:  Full Time - Saltary Over time Eligible: [ Yes [XINo
FLSA Status: Exempt Reports To: Superintendent

. . ) . . Paositions Supervised: Teachers, Guidance,
Work Schedule: As negotiated with the Superintendent Paraprofessionals, Aides, Office Staff

POSITION SUMMARY

The Elementary Principal provides instructional leadership, operational management, and community engagement
Jor the Elfyida Elemeniary School, As the chief instructional leader of the site, the Principal is vesponsible for
Jfostering a safe, supportive, and rigorous learning environment that reflects the values of the community, supports
the whole child, and ensures compliance with state and federal regulations. In a rural setting, this role requires
adaptability, collaboration, and the ability to build sirong relasionships with staff, students, families, and community
stakeholders.

The Principal’s primary responsibility is to focus on the day-to-day functioning of the school—serving as the
instructional leader, ensuring compliance of IEPs in the classroom, and safeguarding the daily safety and well-
being of students. The Principal musit report and communicate effectively to the Superintendent who is responsible
for the larger governance of the school, including the calendar, budget, and audits. An effective Principal will
remain in solid and consistent communication, as neither can succeed without the other. The Principal ensures that
the immediate needs of students and staff ave addressed daily while maintaining in communication with the
Superintendent fo ensure alignment with the District’s broader strategic, operational, and compliance goals.

ESSENTIAL FUNCTIONS

Reasonable Accommodations Statement

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.
Reasonable Accowumodations may be made fo enable qualified individuals with disabilities to perform the essential
Jfunctions.

Essential Functions:

e Provide instructional leadership to improve teaching and learning, including supervising curriculum
implementation, assessments, and instructional practices aligned with Arizona state standards.

o  Recruif, supervise, evaluate, and support staff in aligmment with district-approved evaluation models.

e Create and maintain a safe, positive, and inclusive school climate for students and staff.

e  Ensure compliance with federal, state, and local laws, Arizona Department of Education requirements, and
Governing Board policies.

Manage daily operations, including student discipline, scheduling, atfendance, and school safety profocols.
Evaluate all certified and classified staff in compliance with the Arizona Depariment of Education
requirements, including adherence to the state-approved evaluation system, timelines, and reporting
obligations.

e  The Principal shall remain in consistent and direct communication with the Superintendent to ensure
alignment of districl and school goals, compliance with Governing Board policies, and effective
coordination of operations.

o This inchudes providing timely updates on school mailers, seeking guidance when necessary,
collaborating on the implementation of district initiatives, and ensuring that key decisions are
communicated and decumented. Open, proactive communication with the Superintendent is an
essential function of the role and critical to the success of the school and district.

o Conwnunicate with the Superintendent priov to submitting any grant applications or awarding
stipends or contracls lo ensure compliance with dishict policy, state and federal vegulations, and
Governing Board approval requirements.
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o Collaborate with the Superintendent on strategic planning, school improvement initiatives, and
budget priorities.
o Collaborate with the Superintendent to develop the annual school calendar, ensuring alignment
with district priorities, instructional time requirements, and Governing Board approval timelines.
Build strong commumity partnerships that support the school’s mission and connect fumilies with needed
resources.
Promote student activities, extracurrvicular opportunities, and events that envich the educational experience
and foster school spirit.
Coordinate professional development opportunities for staff, aligned with district goals and identified
needs.
Ensure effective communication with families, staff, and community members through regular updaies,
meetings, and outreach.

POSITION QUALIFICATIONS

Eduocation & Certification
Minimum Qualifications:

o

Masier’s degree in Education Administration, Educational Leadership, or reluled field.

Valid Arizona Principal Certificate (or eligibility to obtain).

Minimum of 3 years of successfil experience in school or district leadership; rural experience preferred.
Minimum of 5 years of successful teaching experience

Demonstrated success in fiscal management, curriculim leadership, personnel supervision, and comnumity
engagenient,

Knowledge of state and federal compliance vequirements, including USFR, special education, and federal
programs.

Preferred Qualifications:

o Advanced training in school finance, rural education leadership, special education, or crisis management

o Experience working in a rural school disirict, with an understanding of the opportunities and challenges
unigue to small communities.

s Knowledge of special education, English Learner programs, and federal Title programs.

o Completion of specialized training in areas such as classroom management, differentiated instruction,
trauma-informed practices, or culturally responsive teaching.

o Demonstrated ability to build partnerships with families and community arganizations.

s Experience managing budgets, resources, and compliance requirements.

Skills & Competencies:

o Strong interpersonal and communication skills, with the ability to lead collaboratively and transparenily.

e Strategic and systems-level thinker, with attention to detail and accountability.

o Commitment to equity, innovation, and continuous improvement.

o Adaptability, resilience, and resourcefulness in addvessing rural education challenges.

e Ability to supervise and manage teachers and students effectively in classroom and school settings,
ensuring safety and appropriate behavior.

o Understanding of applicable federal, state, and local laws, regulations, and policies related to education,
student rights, safety, and confidentiality (e.g., FERPA, IDEA, ADA).

e Proficiency in word processing, spreadsheet, and presentation software (e.g., Microsofi Office Suite or
Google Workspace).

e Ability to use email and calendar applications for professional communication and scheduling.

o Familiarity with Learning Management Systems (LMS) and/or online gradebook systems.

e  Ability to operate interactive whiteboards, projectors, and other instructional technology.

o Basic troubleshooting of classroom technology (e.g., printers, document cameras, student devices).

o Competence in conducting viriual meetings and instruction using video conferencing platforms (e.g., Zoom,
Google Meet),

e Skill in accessing, analyzing, and using digital student data to inform instruction.
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Certificates & Licenses: The Principal shall hold and mainiain ¢ valid Arizona Principal Certificate issued by the
Arizona Department of Education and possess all other licenses or endorsements requirved by state and federal law.
Preference will be given to candidates with additional credentials in educational leadership, school finance, or
curriculum and instruction. The successful candidate is expected to remain in good standing with all applicable
licensing authorities and to complete ongoing professional development as required by the State Board of
Education. Given the unique demands of a rural school district, the Principal must also be eligible to obtain and
maintain any certifications necessary to ensure compliance with local, state, and federal requirements. The
Principal must also maintain a valid fingerprint clearance card and successfully complete all background checks as
required by state law, district policy, and applicable regulations.

Other Requirements:
o First Aid/CPR Certification — Current ceriification in First Aid and CPR, or ability to obtain within a
specified timeframe after hire.

WORK ENVIRONMENT

The Principal is expected to serve as a highly visible leader within the school and community. This position requires
frequent evening and weekend work to attend board meetings, school events, and community fimctions. Work is
performed in both office and school enviromwments and may include responding fo urgent matters outside of normal
business hours. The Principal must be able fo balance administrative responsibilities with hands-on leadership,
ensuring the effective operation of all school functions while fostering strong community relationships and
remaining in close communication with the Superintendent.

EVALUATION

The Principal shall be evaluated annually by the Superintendent in accordance with Arizona law, State Board of
Education requivements, and locally adopted policies. The evaluation will be based on established performance
goals, student achievement, fiscal management, community engagement, and the overall leadership and operation of
the district. The process is intended io provide constructive feedback, support professional growth, and ensure
accountability to the Governing Board and the communily.

Superintendent Signature: Date:
School Board President Signature: Date:
Employee Signature: Date:

Elfrida Elementary School District has reviewed this job description to ensure that the essential functions and
primary duties of the position are included, It is intended to serve as a general guideline for job expectations and to
outline the qualifications necessary to perform the responsibilities described. This document is not intended to
represent an exhaustive list of all functions, responsibilities, skills, or abilities associated with the position. The
Governing Board reserves the right to assign additional duties and make changes to this description as necessary to
meet the evolving needs and mission of the Disivict, This job description does not constitute a contract of
employment.

Page 3 of 3 Updated September 7, 2025

Elfrida Elementary School - Principal




