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JOB DESCRIPTION – ELEMENTARY PRINCIPAL
	Reports to:
	Head Principal

	Contract Days:
	210 days

	Hayah Mission:
	Hayah is committed to creating and maintaining an environment that fosters and enriches the personal and academic growth of each student. Hayah empowers students to live with purpose, honor their cultural identity, respect diversity, and serve humanity by impacting local and global communities.


	MAIN DUTIES AND RESPONSIBILITES

	Goal

Work with the administrative team, teachers, parents and students of Hayah international Academy West to ensure its growth and to develop it into a world-class school while maintaining its mission statement, vision and core values. Cultivate an environment where students and adults continually evaluate their work and are positive in making improvements accordingly.

Major Duties and Responsibilities

Leadership

· Effectively communicates a compelling vision for the school and its programs and inspires staff to implement that vision.

· Articulates the school’s mission and values to stakeholder and solicits support in accomplishing the mission.

· Is committed to meeting the needs of students and teachers and effectively responds to their concerns.

· Engages the staff in identifying goals and objectives to improve the school.

· Provides training to ensure that staff members understand their responsibilities in accomplishing the goals and objectives.

· Participates in and leads decision-making processes that create a stronger school and contribute to organizational effectiveness of the K-12 school.

· Directs and assigns work for school personnel.

· Works collaboratively with the PYP leadership team including PYP coordinator and EC principal to ensure success implementation and PYP practices.

Curriculum and Instruction

· Effectively communicates principles of effective instruction to staff.

· Sets high academic expectations and promotes effective teaching strategies.

· Advocates for learning for all students; develops systems and programs that support students who are underperforming and those with special needs.

· Monitors the implementation of curriculum and facilitates curriculum articulation and review.

· Guides the instructional program to achieve clearly defined goals.

· Provides appropriate supervision and evaluation of curriculum and programs.

· Effectively closes the gap between current student performance and desired student performance.

· Ensure technology integration in the classrooms.

· Clearly communicates and support the implementation of the PYP curriculum framework.

Assessment 

· Leads assessment initiatives in the assigned grade levels that are aligned with our assessment policy.

· Monitors and responds to student performance results.

· Holds teachers and self-accountable for student academic performance.

· Maintains a system for monitoring and responding to assessment results.

School Environment

· Leads and helps create a climate in which students and adults feel safe, respected, and cared for.

· Creates a positive and supportive team environment with open communication.

· Assists teachers, students and parents in addressing concerns in positive, non- confrontational ways.

· Regularly monitors school climate through surveys and feedback.

· Works well with others in collaborative work.

· Actively lead and participate school wide activities.

Supervision and evaluation

· Provides supervision, evaluation, and coaching for teachers as assigned; conducts annual performance appraisals and recommends changes in employment status.

· Provides leadership and guidance to the departments and grade levels specifically assigned.

· Manages student discipline in a fair, equitable, and respectful manner.

· Exercises sound judgment in personnel decisions; makes personnel decisions that strengthen the school.

Staff Development

· Has systematic ways to identify staff development needs and responds effectively to those needs.

· Contributes to staff growth and development.

· Assists teachers and other staff members in setting goals for personal and professional growth; helps them reach their staff development goals.

Management

· Anticipates concerns; is proactive and de-escalates problems.

· Responds to problems in a timely and effective manner.

· Maintains appropriate records.

· Administers budgets and conserves resources and expenditures.

· Ensures safe and proactive operations, including management of schedules, logistics, and communication.

Recruitment and Orientation

· Recruits and selects teachers and staff who have the necessary qualities, experience, and credentials to strengthen the school.

· Provides on-going orientation to new staff.

 

	EXPERIENCE 

	Has demonstrated success as a school administrator.  ability to communicate effectively both orally and in writing; excellent interpersonal skills; confidential, mission driven, and a good role model.  Proven leadership, positive problem solving, and organizational abilities.  



	QUALIFICATIONS 

	Holds a Masters Degree in Administration is preferable and is certified to be an administrator by an accredited institution.   

Minimum three years of experience as an administrator, preferably in an international school. 




* This job description describes in general terms the normal duties which the post holder will be expected to undertake.  However, the duties may vary or be amended from time to time without changing the level of responsibility associated with the post.  

I have read and understand the job requirements, responsibilities and expectations set forth in the job description provided for my position. I attest that I am able to perform the essential job functions as outlined. 
Employee Name:

_________________________

Employee Signature:

_________________________

Date:



_________________________  
Human Resources Department 

Created: -November 2023
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