
ASSISTANT SUPERINTENDENT OF SCHOOLS 
 
REPORTS TO: Superintendent 
 
PRIMARY PURPOSE:  
Under the direction of the Superintendent, the Assistant Superintendent acts for, 
represents and exercises the authority of the Superintendent in directing the 
implementation of school system plans, policies, instructional programs, and services. On 
a day to day basis, the Assistant Superintendent shall coordinate the activities of District 
Administration for the effective and efficient operation of all schools and offices.   

 
QUALIFICATIONS: 
Minimum Education/Certification:  

1. Masters degree in Educational Administration or Curriculum and Instruction 
from an accredited college or university  

2. Texas Mid-Management certification or appropriate supervisor certification  
3. Certified Professional Development and Appraisal System (PDAS) appraiser  

Special Knowledge/Skills:  
1. Thorough knowledge of curriculum and instruction  
2. Ability to evaluate instructional programs and teaching effectiveness  
3. Ability to manage budget and personnel  
4. Ability to coordinate district function  
5. Ability to interpret policy, procedures, and data  
6. Strong communication, public relations, and interpersonal skills  

Minimum Experience:  
1. Three years successful experience as a classroom teacher  
2. Five years of experience in instructional leadership roles preferred  

 
MAJOR RESPONSIBILITIES AND DUTIES:  
Instructional and Program Management  

1. Serve as a member of the Superintendent’s Cabinet and participate in the 
strategic planning process. 

2. Identifying (through the use of quantifiable facts and data, when available) other 
items, issues, or problems; establishing priorities for addressing them; and 
creating and implementing solutions. 

3. Acting for the Superintendent at various meetings, conferences and functions, 
as assigned. 

4. Supporting the Superintendent’s implementation of the goals and objectives of 
the Board of Education. 

5. Assisting in the evaluation of principals and other key administrative personnel. 
6. Carrying out other leadership, supervisory, and managerial duties as assigned. 
7. Promoting the implementation and evaluation of the educational programs. 
8. Assisting in the development and amending of the Educational Plan. 



9. Supporting and effectuating the school year based set of objective to be 
accomplished by the District and each of its buildings and/or organizational 
units, as directed by the Superintendent. 

10. Providing periodic reports to the Superintendent on the progress being made 
to accomplish each of the school year based set of objectives. 

11. Monitoring student performance to ensure that program standards are met. 
12. Participate in district-level decision-making process to establish and review the 

district’s goals and objectives and major classroom instructional programs of 
the district. 

13. Obtain and use evaluation findings (including student achievement data) to 
examine curriculum and instruction program effectiveness. 

14. Coordinating the operations of all central office units, working with and through 
the departmental Directors. 

15. Supervising the work of the Directors and providing input to the Superintendent 
for their evaluation. 

16. Supporting and effectuating the goals, objectives and missions of the 
Superintendent in a positive, professional manner. 

17. Thorough knowledge of the State of Texas Education laws and regulations;  
State of Texas Education Department standards; the bylaws of the State of 
Texas Board of Regents; and the policies of the Board of Education of the 
Marshall Independent School District. 

18. Capacity and ability to adapt to changing priorities, unexpected circumstances, 
and sudden changes in work assignments. 

19. Thorough knowledge and understanding of scope of authority and acting within 
said scope of authority. 

20. Other duties as assigned. 


