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JOB DESCRIPTION 

Cumberland County School District 

 
 

Purpose Statement 

Director of Schools 

 

The Director of Schools shall be the Chief Executive Officer of the school system and shall have, under the 
direction of the Board, general supervision of all the public schools, personnel and departments of the school 

system. The Director of Schools is responsible for the management of the schools under the Board’s policies 
and is accountable to the Board. 

 
Reports to the Board of Education 

 

Essential Functions 
 

General Administrative 
 

1. Provides leadership in identif ication of priorities and assures that all activities reflect those board 
established priorities. Maintain a visible working list of items to be addressed as requested by the  Board. 

 

2. Prepares and recommends short and long-range plans for board approval and implements those plans 

when approved. Provide updates on the Strategic Plan progress with an overview of the attainment of 
goals as needed.  

 

3. Prepares, in conjunction with the board chairman, agenda recommendations relative to all matters requiring 

board action, including all facts, information, options and reports needed to assure informed decisions. 

Provides advice and counsel to the Board on matters before it. 
 

4. Attends all regular and special meetings of the Board and keeps a complete and accurate record of the 

proceedings of all meetings of the Board and of its official acts. 
 

5. Recommends drafts of new policies or changes to the Board. Anticipates potential problems. Recommends  

policies or courses of staff action. 
 

6. Develops administrative procedures to implement board policy and disseminates these procedures to 
appropriate staff. Develops and maintains quarterly policy review checkpoints with staff and presents 
updates to the Board on any changes.  

 

7. Keeps the Board informed regarding development in other districts or at state and national levels that would 

be helpful to the district. 
 

8. Ensures that all local, state/federal standards for the health and safety of the students and staff are 

maintained and that required reports are maintained. 
 

9. Fulfills all statutory obligations and implements the education law of the State of Tennessee and the rules 

and regulations of the State Board. 
Financial Management 

1. Provides direction to and supervision of school business functions. Encourages development and 
implementation of sound business practices. Continually assesses business practices to achieve  

efficiency. 
 

2. Prepares annually a budget and submits it to the Board for approval. Presents approved budget to the 
appropriate local funding body for adoption. Prepares updates on the Strategic Plan budgetary 
requirements as needed.
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3. Makes appropriate written reports for the Board detailing all receipts and expenditures of the 

public-school funds and submits them to the local funding body. 

 
4. Ensures that funds are spent prudently by providing adequate control and accounting of the 

district's financial and physical resources. 

 
Personnel Administration 

 
1. Employs such personnel as may be necessary within the limits of budgetary provisions and 

recommends to the Board teachers who are eligible for tenure. 
 

2. Guides the HR team in the development of recruitment procedures to assure well-qualif ied applicants for 
professional and nonprofessional positions. 

 
3. Assigns and transfers employees as the interest of the district may dictate and reports such 

action to the Board for information and record. 

 
4. Holds meetings with teachers and other employees as necessary for the discussion of  matters 

concerning the welfare and improvement of the schools. 
 

5. Communicates directly or through delegation, all actions of the Board relating to personnel matters to all 
and receives from employee’s communication to be made to the Board. 

 
Instructional Leadership 

 
1. Administers as chief school executive, the development and maintenance of a positive educational 

program designed to meet the needs of the community and to carry out the policies of the Board. Ensures 
that a system of thorough and efficient education, as defined by state law, is available to all  students. 

 
2. Recommends to the Board for its adoption all courses of study, curriculum guides and major 

changes in tests and time schedules to be used in the schools. 

 
3. Oversees the timely revisions of all curriculum guides and courses of  study. 

 
4. Develops guidelines and direction for monitoring the effectiveness of existing and new programs. 

 
5. Conducts a periodic audit of the total school program and advises the Board of recommendations 

for the educational advancement of the schools. 

 
6. Seeks out available sources for grant funding to support programs and projects. 

 
7. Ensures that the goals of the school system are adequately reflected in its educational program 

and operations. 
 

Community/Public Relations 

 
1. Promotes community support of the schools. Interprets district programs and services, reports 

plans, events and activities of interest and solicits community opinions regarding school and 
educational issues. 

 
2. Identif ies available community resources and links to social service agencies that support education 

and healthy child development. 
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3. Develops strategies to promote parental involvement in their children's education and provides 

opportunities for parent-teacher interaction. 

 
4. Maintains contact and good relations with local media. Acts as the Board's spokesperson. 

 
5. Ensures that the district interests will be represented in meetings and activities of municipal 

and other governmental agencies. 

 
6. Represents the school system and its interests in community organizations, activities and  projects. 

 
Other Functions 

• Performs other related duties as assigned by the Board for the purpose of ensuring the efficient and effective 
functioning of the work unit. 

• Performs any and all duties and functions as mandated under Tennessee law at Tenn. Code Ann.  § 49-2-
301. 

 
Job Requirements: Minimum Qualifications 

Skills, Knowledge and Abilities 

 
SKILLS are required to perform multiple, highly complex, technical tasks with a need to periodically upgrade 

skills in order to meet changing job conditions. Specific skill-based competencies required to satisfactor ily 

perform the functions of the job include: operating standard office equipment including utilizing pertinent 

software applications; planning and managing projects; preparing budgets and  reviewing  financial information; 

developing effective working relationships; administering personnel polic ies and procedures; analyzing; 

effective listening; facilitating meetings; interpersonal aptitude; leadership; managing staff/performance; 

monitoring activities; and personnel administration. 

 
KNOWLEDGE review and interpret highly technical information, write technical materials, and/or speak 

persuasively to implement desired actions; and analyze situations to define issues and draw conclusions. 

Specific knowledge-based competencies required to satisfactorily perform the functions of the job include: 

personnel processes; pertinent codes, policies, regulations and/or laws; English grammar/punctuat ion/ 

spelling/vocabulary; office equipment/software; and office practices.  

 
ABILITY is required to schedule a number of activities, meetings, and/or events; routinely gather, collate, and/or 

classify data; and use job-related equipment. Flexibility is required to independently work with others  in a wide 

variety of circumstances; analyze data utilizing defined but different processes; and operate equipment using 

standardized methods. Ability is also required to work with a significant diversity of individuals and/or groups; 

work with data of widely varied types and/or purposes; and utilize job-related equipment. Independent problem 

solving is required to analyze issues and create action plans. Problem solving with data requires analysis based 

on organizational objectives; and problem solving. Specific ability- based competencies required to satisfactor ily 

perform the functions of the job include: quick and accurate decision making; communicating with diverse 

groups; meeting deadlines and schedules; working with detailed information; working as part of a team; working 

with multiple projects; dealing with frequent interruptions and changing priorities; maintaining confidentiality; and 

facilitating communication between persons with frequently divergent  positions. 

Responsibility 

The management responsibilities of the Director of Schools shall extend to all activities of the district, to all 

phases of the educational program, to all aspects of the financial operation, to all parts of the physical plant, 

and to the conduct of such other duties as may be assigned by the Board. The Director of Schools may 

delegate these duties together with appropriate authority but may not delegate nor relinquish ultimate 

responsibility for results or any portion of accountability. 
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Evaluation 

Pursuant to Tenn. Code Ann. § 49-2-203, the Director must undergo an annual evaluation, with an evaluation 

plan adopted and implemented by the Board to include, but not be limited to, sections regarding job 

performance, student achievement, relationships with staff and personnel, relationships with board members, 

and relationships with the community.  

Working Environment 

 
The usual and customary methods of performing the job's functions require the following physical demands: 

some lifting, carrying, pushing, and/or pulling; and significant fine finger dexterity. Generally, the job requires 

85% sitting, 5% walking, and 10% standing. This job is performed in a generally clean and healthy environment.  

 
 

 

Experience Three years of successful experience in school administration. 

 

Education Master’s Degree in Education with preference for a doctorate degree  preferred. 

 

Equivalency None Specified 

 

Requirement Certificates & Licenses 

This is a certified or non-‐certified position. Professional Educator’s License preferred. 
 

Continuing Educ. / Training                                          Clearances 
None Specified                                                                 Criminal Justice Fingerprint/Background Clearance 

 
FLSA Status Approval Date Salary Grade 
Exempt 


