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JOB TITLE: Deputy Superintendent     STATUS: Exempt 

 

REPORTS TO: Superintendent     TERMS: 230 days / Contract 

 

DEPARTMENT: Executive Office    SALARY: AE111 

 

 

 

PRIMARY PURPOSE: 

To provide leadership, supervision, and guidance for the secondary education program. 

 

QUALIFICATIONS: 

Education: 

Master’s degree 

Mid-Management Certificate or Principal Standard Certificate 

Certified in Professional Development Appraisal System (PDAS) 

 

Special Knowledge/Skills 

Knowledge of secondary curriculum and instruction 

Ability to evaluate instructional programs and practices 

Ability to manage budget and personnel 

Ability to interpret policy, procedures, and data 

Ability to develop and deliver effective staff development 

Strong communication, public relations, and interpersonal skills 

 

Experience 

Three years of experience as a secondary classroom teacher 

Three years of secondary campus leadership at a TEA Exemplary or Recognized campus 

preferred 

Such alternatives to the above qualifications as the Board may find appropriate 

 

MAJOR RESPONSIBILITIES AND DUTIES 

 

1. Assist the Superintendent in the duties and responsibilities of establishing a world class school 

district, planning educational programs, establishing district goals, implementing new incentives 

and running an effective, safe, supportive, child centered district. 

2. Ensure that district goals and objectives are developed by using collaborative process and problem 

solving techniques when appropriate. 

3. Supervise and evaluate the secondary and alternative principals and campuses. 

4. Anticipate, manage and resolve conflict effectively. 

5. Assist and advise the secondary and alternative principals in the areas of personnel and 

certification. 

6. Assist principals with campus master schedule and with providing optimum educational 

opportunities for their students.  Provide assistance with balancing student numbers and class loads. 

7. Evaluate the implementation of campus improvement plans. 
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8. Support the efforts of campuses programs to achieve district goals and objectives, including 

respective campus improvement plans. 

9. Conduct formal documented visits to all secondary and alternative campuses at least once each six 

weeks to evaluate instructional programs, student academic progress on TEKS, personnel, CIP, 

PDAS and walkthroughs, lesson plans, support from other departments, staff development, 

discipline concerns, tutoring, campus budget, academic and extra-curricular programs, employee 

concerns and any other concerns from the principal. 

10. Review the six weeks campus reports for the secondary and alternative level campuses including 

faculty meeting agendas, parent and staff newsletters, PTA information, academic progress of 

students, review of walkthroughs and classroom observations, staff development and student 

programs. 

11. Provide professional development for all principal/assistant principals. 

12. Evaluate effectiveness of campus programs and initiatives through the use of student achievement 

data. 

13. Develop and present effective workshops relative to program evaluation outcomes and information 

gained from needs assessments. 

14. Demonstrate skill in coaching staff and provide assistance to the instructional staff concerning the 

teaching and learning process. 

15. Review formal documentation regarding staff disciplinary actions and parent communication to 

ensure adherence to district policy and guidelines. 

16. Communicate with parents regarding academic, social and discipline concerns of their child. 

17. Work cooperatively with the human resources office in relation to staff projections, teacher 

credentials and the placement, retention and dismissal of personnel. 

18. Assist campus principals in the area of overseeing campus budgets and expenditures. 

19. Supervise and conduct formal investigations regarding all complaints presented by parents, staff or 

patrons of the district. 

20. Mentor all new secondary administrators. 

21. Coordinate the development and consistent enforcement of the district student management 

policies. 

22. Serve as the district expulsion officer as assigned. 

23. Ensure that law enforcement notifications and requests are processed and sent to appropriate staff. 

24. Promote and supervise the professional development of principals, assistant principals, counselors 

and other assigned staff. 

25. Assist in the interpretation and presentation of secondary school programs to the community. 

26. Articulate the district’s mission to the community and solicit its support in making that mission 

become a reality; respond to their concerns in a timely manner. 
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27. Serve as the liaison between the district directors, district departments and campus administration to 

ensure that all district initiatives, state and local requirements and policy are followed.  

28. Plan district-wide staff development for campus administration to ensure that all local, state and 

federal guidelines and program requirements are met. 

29. Serve as member of the principal and assistant principal interview committee including screening 

all applicants, developing interview questions, conducting interviews and checking references of 

qualified applicants. 

30. Work with human resource department, transportation department and the business office to make 

recommendations regarding staffing, position repositioning and program changes for the upcoming 

school year based on student growth and zoning. 

31. Collaborate with the communications department to ensure accurate and timely dissemination of 

information pertinent to parents, campus staff, media and community in regards to district 

newsletters, emergency notification and updates. 

32. Compile information for board goals and executive reports. 

33. Work with PEIMS coordinator, and technology department in regards to district-coding, discipline 

reports, master schedule and attendance reports. 

34. Work closely with the Coordinator for Student Outreach and secondary campuses to ensure that 

state rules regarding student attendance are followed, including requirements specific to parent 

notification letters and filing reports to truancy court according to rules and policy. 

35. Lead the annual course selection handbook committee. Work with secondary counselors, district 

directors, and campus administrators to review/add/delete courses and or fees that have been 

presented to the Board Schedule and to clarify district course information for graduation to parents.  

36. Lead committee of campus principals, testing coordinator, student outreach department and PEIMS 

coordinator to review and recover potential drop-outs and non-completers. 

37. Assist secondary principals in writing all special requests for superintendent approval. 

38. Serve annually as the superintendent’s designee at the district P.T.A. meeting 

39. Attend and represent the superintendent’s cabinet at regional and district events honoring        

   secondary campus staff 

40. Participate in activities for professional growth specific to the role of Deputy Superintendent. 

41. Comply with all laws and policies related to fiscal management, while meeting accepted accounting 

standards. 

42. Work closely with district’s legal representation in matters of board hearings, teacher 

investigations, OCR resolutions, and complaints as needed. 

43. Serve as hearing officer for level two parent grievances.   

44. Determine the fiscal needs of secondary school programs and ensure that fiscal resources 

appropriately address these needs and conform to the mission of the school district. 
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45. Budget for the office of the Deputy Superintendent. 

46. Book the graduation venue, review the contract, and work coordinate the event with the venue staff 

and campus personnel. 

47. Supervise and evaluate the fine arts director and district’s fine arts program 

48. Supervise and evaluate the secretary of the office of  Deputy Superintendent 

49. Serve on district rezoning and future growth committees. 

50. Supervise the Student Resource Officers and act as city liaison  

51. Review the time sheets for discrepancies and approval for the Student Resource Officers 

52. Maintain the district’s fee lists as approved by the Board. 

53. Develop the district’s staffing guidelines and work closely with HR to implement. 

54. Perform such other tasks and assume such other responsibilities as may from time to time be 

assigned by the superintendent. 

 
WORKING CONDITIONS: 

 

Mental Demands: 

 Ability to communicate effectively (verbal and written); interpret policy, procedures and date: 

maintain emotional control under stress. 

  

 Physical Demands/Environmental Factors: 

 Occasional district and statewide travel; occasional prolonged and irregular hours; steady phone 

interactions; moderate standing, walking and bending; occasional lifting up to 35 pounds. 
 

 
The foregoing statements describe the general purpose and responsibilities assigned to this job and are not 

an exhaustive list of all responsibilities, duties and skills that may be required. 

 

I have read and understand the responsibilities and duties required for this position as outlined above. 

 

 

      

Printed Name 

 

 

      

Signature 

 

 

      

Date 

 


