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PIQUA CITY SCHOOL DISTRICT

Job Descriptions

ATHLETIC PROGRAM AND SUPPLEMENTALS

ATHLETIC PROGRAM

Athletic Administrator/HPE
Athietic Faculty Manager
Cheerleading Advisor

Coach — Assistant

Coach — Head
Strength/Conditioning Coordinator
Trainer — Assistant Athletic
Trainer — Athletic

SUPPLEMENTALS

Academic Competition Advisors {Science Olympiad,
efc.)

Assistant Director — Band Camp

Building Coordinator — IAT Teams

Building Techneology Coordinator

Chairperson — Division

Chareographer — Show Choir & Spring Musical
Class Advisor (Freshman, Sophemore, Junior, and Senior)
Class Play Advisor — Senior

Club Advisors (Key, Muse Machine, etc.)

Color Guard Advisor

District Technelogy Director

Drama Advisor — Junior High

Grade Level Chairperson

High School Choir/Show Choir
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Library/Media Coordinator — District
Literary or Publication Advisor (Tomahawk Beat, stc)
Marching Band Director

Marching Band Director — Assistant
Mentor Teacher

National Honor Society Advisor (sr. & Jr. High)
North Central Chairperson

North Central Special Area Coordinator
Safety Patrol Advisor

Spring Musical - Director — Drama/Staging
Spring Musical ~ Director/Orchestra
Spring Musical — Director/Technical
Student Leadership Advisor

Title t Chairperson

Yearbook Advisor - Piquonian



Title:
Reporis to:

Job Obkjectives:

Minimum
Qualifications:

Responsibilities
and Essenfial
Funciions:

PIQUA CITY SCHOOL DISTRICT
= JOB DESCRIPTION

ATHLETIC ADMINISTRATOR/HPE File 401
High School Principal
Administers the district’s health, physical education, and interscholastic athletic programs.

Promotes close working relfationships with parents. Keeps the principal informed about
emerging issves.

* Valid Ohio teacher’s license or certificate apprepriate for the assignment.
© Meets all mandated health requirements (e.g., o regative tuberculosis test, etc.).

Documentation of ¢ cear criminal record.

- Completion of all pupil activity supervisor validotion requirements.
+ Knowledgeable about interscholastic athletic program regulations.
- Meets gll prerequisite qualifications to be bonded.

The following duties are representative of performance expectations. A reasonable
accommodation may be made to enable a qualified individual with a disability to
perform essential functions.

- Directs the effective delivery and centinuous improvement of the district’s health,

physical education, and interscholastic athletic programs.
Upholds board policies and follows administrative procedures.
Upholds Title IX regulations.

Promotes o favorable image of the school district.

* Administers the board-approved budget. Consults with coaches to evaluate program

needs. Approves the purchase of essential supplies. Ensures the equitable
apportionment of program resources.

Oversees the district’s “pay-to-participate” program.

Formulates short- and long-range athletic program and feacility plans.

Develops and distributes an athletic program calendar. Coordinates athletic activities to
prevent conflicts and ensure the efficient use of the district’s facilities.

Oversees the timely submission of reports, records, and inventories. Maintains district
records for the maximum period mandated by law and/or board policy.

Respects personal privacy. Maintains the confidentiality of privileged information.
Represents the district at athlefic league meetings as directed.

Publicizes interscholastic sports events. Provides accurate and timely information about
athletic activities. Responds to requests for information.

Develops and carries out o ticket sales policy. Oversees pre-game ticket sales.
Prepares game reports and attendance records. Ensures thot receipt and expense
records are suitable for audits. Prepares and makes bank deposits.

Secures game officials except thase contracted by the league commissioner.

Secures personnel for home games (e.g., security, timers, score keepers, announcers,
field staff, ticket sellers /takers, etc.).

Processes time sheets for game officials ond athletic workers.

Review procedures and schedules with staff before the stort of the season.
Participates in coaching staff selection and orientation procssses. Verifies that all
coaches have completed troining requirements and are wroperly qualified.

* Monitors staff performance. Offars guidance 1o enhance skills. Promotes the

development of staff leadership. _
Encourages student involvement in program activities. Verifies scholastic eligibility.
Helps maintain medical records.

Oversees the optional student insurance program when offered. Ensures that o waiver is
on file for each athlete who declines coverage.

+ Updates and oversees the distribution of athletic program handbooks.
- Communicates high expectations and shows an active interest in student progress.
- Maintains high standards and upholds the student conduct code.
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Helps coaches deal with discipline issues. Prepares student conduct and discipline
recommendations for the principol’s consideration.

* Verifies that participants have fulfilled all requirements for letters, awards, and /or
certificates.

- Organizes and participates in athletic recognition programs.

Implements procedures to protect school property and heip ensure the health, safety,
and well being of students, staff, and visitors.

- Arranges for the preparation of athletic fields and practice areas.

Oversees the proper care and storage of athletic equipment.

+ Arranges transportation and lodging for sanctioned activities.

+ Takes precautions to ensure staff/student safety. Does not leave students unsupervised.
Watches for student behavior that may indicate a problem (e.g., profanity, feasing,
bullying, distress, etc.). Intervenes and/or reporis concerns to an administrator.
Reports evidence of suspected child ubuse as required by law.

- Monitors innovations, evaluates acfivities, and recommends changes to enhance future
programs.

* Maintains visibility. Encourages parent organizations. Supports and participates in
school and student activities as time permits.

* Works closely with the athletic boosters association.

Builds community partnerships that enhance district programs and services.
Participates in national, state, and/or regional activities that advance district goals.
Participates in staff meetings ond professional growth opportunities.

* Accepts personal responsibility for decisions and conduct.

+ Strives to develop rapport and serve: as a posifive role model for others.

Performs other specific job-related duties as directed.

Abilities The following characteristics ond physical skills are essential for the successful
Required: performance of assigned duties,

- Articulates a clear vision and provides leadership to advance the change process.
Promotes a positive work environment and engenders staff enthusiasm.
- Skillfully manages individual, group, and organizational interactions.
* Averts problem situations and intervenes to resolve conflicts.
Interprets information accurately and initiates effective responses.
Effectively uses verbal, nonverbal, writing, and listening skills.
Organizes tasks and manages fime effectively.
- Completes paperwork accurately. Verifies and correctly enters data.
* Maintains an acceptable attendance record and is punctual.
- Travels to meetings and work assignments.

Supervisory Under the direction of the principal: directs, supervises, and evaluates staff
Responsibility: as authorized by board policy, administrative regulations, and contractual agreements.
Assumes responsibility for the results of duties delegated to staff.

Working Exposure fo the following sitvations may range from remote to frequent based on
Conditions: circumstances and factors that may not be predictable.

+ Duties may require bending, crouching, kneeling, reaching, and standing.
Duties may require lifilng, carrying, and moving work-relaied suppliss /equipment.
Duties may require operating and/ar riding i @ vehicke.
Duties may require prolonged use of a computer keyboard and monitor.
Duties may require working extended hours.
Duties may require working under time constraints o meet deadlines.
Potential for exposure to adverse weather conditions and temperature extremes.
Potential for exposure to blood-borne pathogens and communicable diseases.
- Potential for interaction with disruptive and /or unruly individuals,
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Performance lob performance is evaluated according to the policy provisions adopted by the
Evaluation: Piqua City School District Board of Education.

The Piqua City School District Board of Education is an equal opportunity employer
offering employment without regard to race, color, religion, gender, national origin,
age, or disability. This job description summary does not imply that these are the only
duties to be performed. This job description is subject to change in response to funding
variables, emerging technologies, improved operating procedures, productivity factors
and unforeseen events. Board Approved: 2/28 /02

r



Title:
Reporis to:

Job Obijeciives:

Minimum
Quualifications:

Responsibilities
and Essential
Functions:

PIQUA CITY SCHOOL DISTRICT
JOB DESCRIPTION

ATHLETIC FACULTY MANAGER File 402
Athletic Director

Manages the routine care, protection, and preservaiion of the district’s athletic fields,
equipment, and facilities. Supervises assigned events. Acts as the district’s liaison to
visiting athletic teams.

- Valid Ohio teacher’s license or certificate is preferred.
- Meets oll mandated health requirements (e.g., o negative fuberevlosis test, eic.).

Documentation of a clear criminal record.

- Completion of all pupil aciivity supervisor validetion reguirements.

Knowledgeable about interscholastic athletic program regulations.

- Meets all prerequisite qualifications to be bonded.

The following duties are representative of performance expectations. A reasonable
accommodation may be made to enable a qualified individval with a disability to
perform essential functions.

Implements procedures te protect the athletic facilities and help ensure the health,
safety, and well being of students, staff, and visitors.

+ Uphclds board policies and follows administrative procedures.
- Promotes a favorable image of the school district.
- Performs regular safety inspections. Checks fire, emergency equipment, and first aid

supplies. Immediately reports suspected problems and/or unsafe conditions.

: Complies with safety regulations and environmental laws. Ensures that maintenance and

program supplies are labeled and stored safely.

© Works with the athletic director fo evaluate facility needs.

Impiements board-approved long-range facility plans as directed.

- Supervises events as directed. Sets up equipment.
- Communicates regulations to participants/spectators. Remains courteous when

confrenting undesirable behavior.

+ Responds to emergencies. Promptly documents all incidents and injuries.
- Complies with district protocols when requesting police intervention.
- Offers assistance to visiting staff. Ensures that locker rooms are ready for events,

Promotes the proper use and care of school property.

+ Respects personal privacy. Maintains the confidentiality of privileged information.
- Avoids public criticism of training /coaching methods used by other individuals.

- Supervises ticket takers, parking attendants, etc.

- Communicates high expectations and shows an active interest in student progress.

Promotes academic success as an important priority for all students.

- Maintains high standords and upholds the student conduct code.
- Reports student discipline problems, vandalism, and other related concerns.
- Takes precautions to ensure staff/student safety. Watches for student behavior that

may indicate a problem (e.g., profanity, feasing, bullying, distress, ete.). Intervenes
and/or reports concerns to an administrator.
Reports evidence of suspected child abuse us required by low.

- Monitors and evaluates facility nciivities. Recommends changes io enhance future

programs/services.

- Builds community partnerships that enhance district programs and services.

« Participates in staff meetings and professional growth opportunities as directed.
- Accepts personal responsibility for decisions and conduct.

- Strives to develop rapport and serve as a posifive role model for others.

- Performs other specific job-related duties as directed.
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Abilities
Required:

Supervisory
Responsibility:

Working
Condifions:

Performance
Evaluation:

The following characteristics and physical skills are essential for the successful
performance of assigned duties.

+ Demonstrates professionalism and contributes to a positive work environment.
+ Organizes tasks and manoges time effectively.

- Skillfully manages individual, group, and organizational interactions.

- Effectively uses verbal, nonverbal, writing, and listening skills.

- Averts problem situafions and intervenes to resclve conflicts.

Exhibits consistency, resourcefulness, and resilience.

+ Exercises self-control and perseverance when dealing with students.

- Completes paperwork accurately. Verifies and correctly enters data.
* Maintains an acceptable attendance record and is punctual.

+ Travels to meetings and work assignments.

Under the direction of the athletic director: plans work assignments, provides
instructions, and monitors assigned staff and volunteers. Promotes teamwork and helps
staff as needed to successfully accomplish delegated duties.

Exposure to the following situations may range from remote to frequent based on
circumstances and factors that may not be predictable.

Duties may require bending, crouching, kneeling, reaching, and standing.

Duties may require lifting, carrying, and moving work-related supplies/equipment.
Duties may require operaiing and/or riding in a vehicle.

Duties may require prolonged use of a computer keyboard and monitor.

Duties may require wearing protective clothing and using safety equipment.
Duties may require working extended hours.

Duties may require working under time constraints fo meet deadlines.

Potential for exposure to adverse weather conditions and temperafure extremes.
Potential for exposure to air-borne particulates, chemical irritants, combustible
materials, electrical hazards, equipment vibrations, noises, and odors.

Potential for exposure to blood-borne pathogens and communicable diseases.
Potential for interaction with disruptive and /or unruly individuals.

Job performance is evaluated according to the policy provisions adopted by the
Piqua City School District Board of Education.

The Piqua City School District Board of Education is an equal opporiunity employer
offering employment without regard to race, color, religion, gender, national origin,
age, or disability. This job description summary does not imply thot these are the only
duties fo be performed. This job description is subject to change in response 1o funding
variables, emerging technologies, improved operating procedures, productivity factors,
and unforeseen events. Board Approved: 2/28/02



Title:
Reporis to:

Job Objectives:

Minimum
Quualifications:

Responsibilities
and Essential
Functions:

PIQUA CITY SCHOOL DISTRICT
JOB DESCRIPTION

CHEERLEADING ADVISOR File 403

Athletic Director

Works with cheerleaders to improve personal and teamwork skills. Provides guidance
and encouragement fo help students profit from their participation. Keeps the athletic
director informed about emerging issues.

- Valid Chio teacher’s license or certificate appropriate for the assignment.

* Meets all mandated health requirements (e.g., o negative tuberculosis test, etc.).
+ Documentation of a clear criminal record.

* Relevani cheerleader coaching experience.

- Completion of all pupil activity supervisor validation requirements.

* Meets dall prerequisite qualifications to be honded.

The following duties are representative of performance expectations. A reasonable
accommodation may be made to enable a qualified individual with a disability to
perform essential functions. '

* Provides technical expertise in the coaching of cheerleaders.

* Upholds board policies and follows administrative procedures.

- Promotes a favorable image of the school district.

* Works with the athletic director to evaluate progrom needs. Requisitions essential

supplies and equipment. Promotes the proper use and care of school property.

- Reviews procedures and schedules before the start of the season.
+ Attends all mandatory programs {e.g., first aid training, etc.).
* Encourages student involvement in program activities. Helps parents and students

understand program objectives. Explains student responsibilities {e.g., scholastic
eligibility, parental permission, physical exams, training /performance schedules,
requirements for letters, optional insurance coverage, waiver forms, etc.).

: Organizes team fryouts. Maintains the integrity of the selection process.
- Organizes and carries out a practice schedule. Coordinates activities with the school

calendar. Gives the athletic director a copy of all student communications.

* Maintains gccurate records and submits reports on time.

Respects persenal privacy. Maintains the confidentiality of privileged information.

+ Avoids public criticism of training/coaching methods used by other individuals.
+ Assumes responsibility for the development of off-season activities (e.g., summer

training, clinics, etc.).

+ Facilitates participation in cheerleading competitions.
* Assists with the optional student insurance progrom. Maintains information as directed.
- Teaches precautions and procedures to help students prevent injuries. Ensures that

medical avthorization forms are on file and readily available. Promptly documents all
injuries that require medical attention.

Evaluates individual and team performance. Develops and refines cheerleading
routines.

Communicates high expectations and shows an cetive interest in siudernit progress.
Promotes academic success as an imporiant piferity for all students.

Maintains high standards and upholds the siudent conduct code.

* Reports student discipline problems, vandaolism, and other related cencerns.
- Verifies that participants have fulfilled all requirements for letiers, awards, and/or

certificates. Participates in student recognition programs.

- Ensures that students keep locker rooms and practice areas orderly.
* Obtains permission to be away when duties conflict with other assigned duties.
- Takes precautions to ensure staff /student safety. Does not leave students unsupervised.

Watches for student behavior that may indicate a problem {e.qg., profanity, teasing,
bullying, distress, etc.). Intervenes and/or reports concerns to an administrator.
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Reparts evidence of suspected child abuse as required by law.

- Monitors innovations, evaluates activities, and recommends changes to enhance future
programs.

© Works closely with the athletic boosters association.

+ Supervises approved fund raising projects. Works with the athletic director to ensure
that all financial activities are processed through the proper student activity account.
Builds community parinerships that enhance district programs and services.
Participates in national, stafe, and /or regional activities that advance district goals.
Participates in staff meetings and professional growth opportunities as directed.

- Accepts personal responsibility for decisions and conduct.

- Strives fo develop rapport and serve as a positive role mode! for others.

Performs other specific job-related duties as directed.

Abilities The following characteristics and physical skills are essentiol for the successful
Required: performance of assigned duties.

Demonstrates professionalism and contributes to a positive work environment.
Organizes tasks and manages time effectively.

- Skillfully manages individual, group, and organizational intercctions.
Effectively uses verbal, nonverbal, writing, and listening skills.

+ Averts problem situations and intervenes to resclve conflicts.
Exhibits consistency, resourcefulness, and resilience.
Exercises self-control and perseverance when dealing with students.
Completes paperwork accurately. Verifies and correctly enters data.

* Muaintains an acceptable attendance record and is punctual.

- Travels to meetings and work assignments.

Supervisory Under the direction of the athletic director: plans work assignments, provides
Responsibility: instructions, and monitors assigned staff and volunteers. Promotes teamwork and helps
staff as needed to successfully accomplish delegated duties.

Working Exposure to the following situations may range from remote to frequent based on
Conditions: circumstances and factors that may not be predictable.

Duties may require bending, crouching, kneeling, reaching, and standing.

Duties may require lifting, carrying, and moving work-related supplies/equipment.
Duties may require operating and /or riding in a vehicle.

Duties may require working extended hours.

Duties may require working under time constraints to meet deadlines.

Potential for exposure to adverse weather conditions and temperature extremes.
Potential for exposure to blood-borne pathogens and communicable diseases.
Potential for interaction with disruptive and/or unruly individuals.

Performance Job performance is evaluated according to the policy provisions adopted by the
Evoluaiion: Pigua City School Distriet Board of Education.

The Piqua City School District Board of Education is an equal opportunity employer
offering employment without regard to roce, color, religion, gender, nafional erigin,
age, or disability. This job descrigtion summary does not imply thot these are the only
duties to be performed. This job description is subsjedt 1o change in response to funding
variables, emerging technologies, improved operating procedures, productiviiy factors
and unfereseen events. Board Approved: 2/28/02
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Title:
Reports to:

Job Obijectives:

Minimum
Qualifications:

Responsibilities
and Essential
Functions:

PIQUA CITY SCHOOL DISTRICT
JOB DESCRIPTION
ASSISTANT COACH File 404

Head Coach

Works with student athletes to improve personal and teamwork skills. Provides
guidance and encouragement to help students profit from their participation. Keeps the
head coach informed about emerging issues.

- Valid Ohio teacher's license or certificate appropriate for the assignment.
- Meets all mandated health requirements (e.g., o negative tuberculosis test, etc.).

Documentation of a clear criminal record.
Relevant coaching experience.

- Completion of all pupil activity supervisor validation requirements.

Knowledgeable about interscholastic athletic program regulations.

- Meets all prerequisite qualifications to be bonded.

The following duties are representative of performance expectations. A reasonable
accommodation may be made to enable a qualified individual with a disability to
perform essential functions.

Provides technical expertise in coaching the assigned athletic activity.
Upholds board policies and follows administrative procedures.
Promotes a favorable image of the school district.

- Works with the head coach to evaluate program needs. Requisitions supplies and

equipment as directed. Promotes the proper use and care of school property.
Reviews procedures and schedules before the start of the season.

- Attends all mandatory programs {e.g., rules interpretation, first aid training, efc.).

Encourages student involvement in program activities. Helps parents and students
understand program objectives. Explains student responsibilities (e.g., scholastic
eligibility, parental permission, physical exams, training /performance schedules,
requirements for letters, optional insurance coverage, waiver forms, efc.).

Assists with team tryouts. Maintains the integrity of the selection process.

Carries out the practice schedule as directed. Gives the head coach and athletic
director a copy of all student communications.

- Maintains accurate records and submits reports on time.

Respects personal privacy. Maintains the confidentiality of privileged information.
Promotes team spirit and school loyalty. Avoids public criticism of training /coaching
methods used by other individuals.

Helps develop off-season activities (e.g., summer training, clinics, etc.).

- Teaches precautions and procedures to help students prevent injuries. Ensures that

medical authorization forms are on file and readily available. Promptly documents all
injuries that require medical attention.

Evaluates individual and team performance. Prepares statistics. Develops and refines
game strategies as directed.

Helps recruit, train, and supervise student managers, trainers, and scouts.
Communicates high expectations and shows an active interest in student progress.
Promotes academic success as an important prioty for off students.

- Maintains high standards and upholds the student conduct code.

Reports student discipline problems, vandalisin, and other related concerns.

Helps verify that participants have fulfilled all requirements for letters, awards, and/or
certificates. Participates in student recognition programs.

Helps with supervision responsibilities related to the preparation of athletic fields and
practice areas.

Helps keep frack of athletic equipment. Makes minor equipment repairs.

Ensures that students keep locker rooms and practice areas orderly.

Obtains permission to be away when duties conflict with other assigned duties.
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Abilities
Required:
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Tokes precautions to ensure staff/student safety. Does not leave students unsupervised.
Watches for student behavior that may indicate a problem (e.g., profanity, teasing,
bullying, distress, etc.). Intervenes and/or reports concerns to an administrator.

Reports evidence of suspected child abuse as required by law.

* Monitors innovations, evaluates activities, and recommends changes to enhance future

programs.

Helps supervise approved fund raising projects. Works with the head coach to ensure
that all financial activities are processed through the proper student activity account.
Builds community partnerships that enhance district programs and services.
Participates in staff meetings and professional growth opportunities as directed.

- Accepts personal responsibility for decisions and conduct.
- Strives to develop rapport and serve as a positive role model for others.

Performs other specific job-related duties as directed.

The following characieristics and physical skills are essential for the successful
performance of assigned duties.

Demonstrates professionalism and contributes to a positive work environment.
Organizes tasks and manages time effectively.

+ Skillfully manages individual, group, and organizational interactions.

Effectively uses verbal, nonverbal, writing, and listening skills.

Averts problem situations and intervenes to resolve conflicts.

Exhibits consistency, resourcefuiness, and resilience.

Exercises self-control and perseverance when dealing with students.
Completes paperwork accurately. Verifies and correctly enters data.
Maintains an acceptable attendance record and is punctual.

- Travels to meetings and work assignments.

Supervisory
Responsibility:

Working
Conditions:

Performance
Evaluation:

Under the direction of the head coach: plans work assignments, provides instructions, cand
menitors assigned staff and volunteers. Promotes teamwork and helps staff as needed
to successfully accomplish delegated duties.

Exposure to the following situations may range from remote to frequent based on
circumstances and factors that may not be predictable.

Duties may require bending, crouching, kneeling, reaching, and standing.

Duties may require liffing, carrying, and moving work-related supplies/equipment.
Duties may require operating and/or riding in a vehicle.

Duties may require wearing protective dothing and using safety equipment.
Duties may require working extended hours.

Duties may require working under time constraints to meet deadlines.

Potential for exposure to adverse weather conditions and temperoture exiremes.
Potential for exposure to blood-borne pathogens and communicable diseases.
Potential for interaction with disruptive and/or unruly individuals.

Job performance is evaluated according to the policy provisions adopted by the
Piqua City Schoal District Board of Education.

The Pigua City School Districi Board of Education i un eqgual opportunity employer
offering employmeni withoui regard io race, colos, religion, gender, national origin,
age, or disability. This job description summary does not imply that these are the only
duties to be performed. This job description is subject to change in response to funding
variables, emerging technologies, improved operating procedures, productivity factors,
and unforeseen events. Board Approved: 2/28/02



Title:
Reporis to:

Job Objectives:

Minimum
Quualifications:

Responsibilities
and Essential
Functions:

PIQUA CITY SCHOOL DISTRICT
JOB DESCRIPTION

HEAD COACH File 405
Athletic Director
Works with student athletes to improve personal and teamwork skills. Provides

guidance and encouragement fo help students profit from their participation. Keeps the
athletic director informed about emerging issues.

- Valid Ohio teacher’s license or certificate appropriate for the assignment.
- Meets all mandated health requirements (e.g., @ negative fuberculosis test, etc.).

Documentation of a clear criminal record.
Relevant coaching experience.
Completion of all pupil activity superviser validation requirements.

+ Knowledgeable about interscholastic athletic program regulations.
- Meets all prerequisite qualifications fo be bonded.

The following duties are representative of performance expectations. A reasonable
accommaodation may be made to enable a qudlified individval with a disability to
perform essential functions.

Provides technical expertise in coaching the assigned athletic activity.

+ Upholds board policies and follows administrative procedures.

Promotes a faverable image of the school district.

- Works with the athletic director to evaluate program needs. Requisitions essential

supplies and equipment. Promotes the proper use and care of school property.
Reviews procedures and schedules before the start of the season.

- Attends all mandatory programs (e.g., rules interpretation, first aid training, etc.).
- Encourages student invalvement in program activities. Helps parents and students

understand program objectives. Explains student responsibilities (e.g., scholastic
eligibility, parental permission, physical exams, training/performance schedules,
requirements for letters, optional insurance coverage, waiver forms, etc.).

+ Organizes team tryouts. Maintains the integrity of the selection process.
- Organizes and carries out a practice schedule. Coordinates activities with the school

calendar. Gives the athletic director o copy of all student communications.

+ Muaintains accurate records and submits reports on fime.

Respects personal privacy. Maintains the confidentiality of privileged information.

- Avoids public criticism of training/coaching methods used by other individuals.

Assumes responsibility for the development of off-season activities (e.g., summer
training, dlinics, etc.).

- Assisis with the optional student insurance program. Maintains information as directed.
- Teaches precautions and procedures to help students prevent injuries. Ensures that

medical authorization forms are on file and readily available. Promptly documents all
injuries that require medical attention.

Evaluates individual and team performance. Prepares statistics. Develops and refines
game strafegies.

Recruifs, trains, and supervises student managers, trainers, and scouts.

Helps the athletic director secure personnel for hoine games.

Communicaies high expectations and shows an active interest in siudent progress.
Promotes academic success as an importani priority Tor all studenis.

Maintains high standards and upholds the student conduct code.

Reports student discipline problems, vandalism, and other related concerns.

- Verifies that participants have fulfilled all requirements for letters, awards, and/or

certificates. Participates in student recognition programs.
Helps supervise the preparation of athletic fields and practice areas.

- Assigns and keeps track of aothletic equipment issued to students and staff.

Ensures that students keep locker rooms and practice areas orderly.
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Abilities
Required:

Supervisory
Responsibility:

Working
Condifions:

Performance
Evaluation:
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Helps arrange transportation and lodging for sanctioned activities.
Obtains permission to be away when duties conflict with other assigned duties.

* Takes precautions to ensure siaff/student safety. Does not leave students unsupervised.

Watches for student behavior that may indicate a problem (e.g., profanity, teasing,
bullying, distress, eic.). Intervenes and/or reports concerns to an administrator.
Reports evidence of suspected child abuse as required by law.

Monitors innovations, evaluates activities, and recommends changes to enhance future
programs.

Works closely with the athletic boesters association.

Supervises approved fund raising projects. Works with the athletic director to ensure
that all financial activities are processed through the proper student activity account.
Builds community partnerships that enhance district programs and services.
Participates in national, state, and/or regional activities that advance disfrict goals.
Participates in staff meetings uid professional growth opportunities os directed.

+ Accepts personal responsibility for decisions and conduct.

Strives to develop rapport and serve as a positive role model for others.
Performs other specific job-related duties as directed.

The following characteristics and physical skills are essential for the successful
performance of assigned duties.

Demonstrates professionalism and ceniributes to a positive work environment.
Organizes tasks and manages time effectively.

Skillfully manages individual, group, and organizational interactions.
Effectively uses verbal, nonverbal, writing, and listening skills.

Averts problem situations and intervenes to resolve conflicts.

Exhibits consistency, resourcefulness, and resilience.

Exercises self-control and perseverance when dealing with students.
Completes paperwork accurately. Verifies and correctly enters data.
Madintains an acceptable attendance record and is punctual.

- Travels to meetings and work assignments.

Under the direction of the athletic director: plans work assignments, provides
instructions, and monitors assigned staff and volunteers. Promotes teamwork and helps
staff as needed to successfully accomplish delegated duties.

Exposure to the following situations may range from remote to frequent based on
circumstances and factors that may not be predicrable.

Duties may require bending, crouching, kneeling, reaching, and staading.

Duties may require lifting, carrying, and maving work-related supplies/equipment.
Duties may require operating and/or riding in a vehicle.

Duties may require wearing protective clothing and vsing safety equipment.

Duties may require working extended hours.

Duties may require working under time constraints to meet deadlines.

Potential for exposure to adverse weather conditions and temperature extremes.
Potential for exposure to blond-borne pathogens and communicable diseases.
Potential for interaction with disruptive and/or unruly ndividuals.

Job performunce is evaluated according 1o the policy provisions adopted by the
Piqua City School District Board of Education.

The Piqua City School District Board of Education is an equal opportunity employer
offering employment without regard to race, color, religion, gender, national origin,
age, or disability. This job description summary does not imply that these are the only
duties to be performed. This job description is subject to change in response to funding
variables, emerging technologies, improved operating procedures, productivity factors
and unforeseen events. Board Approved: 2,/28 /02
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Title:
Reporis to:

Job Objectives:

Minimum
Quulifications:

Responsibilities
and Essential
Funciions:

PIGUA CITY SCHOOL DISTRICT
JOB DESCRIPTION

STRENGTH/CONDITIONING COORDINATOR File 406

Athletic Director

Supervises weight room activities. Provides guidance and encouragement to heip
students profit from their participation. Keeps the athletic director informed about
emerging issues.

* Valid Ohie teacher’s license or certificate is preferred.

Meets all mandated healih requirements (e.g., a negative tuberculosis test, etc.).
Documentation of o clear criminal record.

Completion of all pupil activity supervisor validation requirements.
Knowiedgeable about interscholastic athletic program regulations.

Ability to identify and eliminate potential sources of communicable diseases.

The following duties are representative of performance expectations. A reasonable
accommodation may be made to enable a qualified individual with a disability to
perform essential functions.

Works with the athletic director to evaluate program needs. Requisitions essential
supplies and equipment.

Serves as a contact for vendors. Maintains product information catalogs.

Develops rules and procedures that promote the proper use and care of equipment.
Monitors the use of the weight room. Enforce safety rules. Periodically reviews and
recommend rule revisions,

Ceordinates scheduling activities to ensure the efficient use of the weight room.
Upholds beard policies and follows administrative procedures.

Promotes a favorable image of the school district.

Provides an orientation session for all individuals using the weight room. Teaches
precautions and procedures to help students prevent injuries.

Promptly documents all injuries that require medical attention,

identifles activities best suited for each sport. instructs coaches, frainers, and athletes in
proper training techniques. Consulis with athletes about sports nutrition information.
Ensures that the weight room is kept orderly. Idenfifies health risks. Eradicates
suspected contaminants and/or unhealthy conditions. Instructs custodial staff in standard
sanitation procedures to maintain a clean weight room environment.

+ Cleans, reconditions, and stores equipment. Ensures that equipment is safe to use and

available when needed.

* Maintains a weight room inventory list. Prepares an end-of-year inventory report.

Respects persenal privacy. Maintains the confidentiality of privileged information.
Avoids public criticism of fraining /coaching methods used by other individuals.
Communicates high expectations and shows an active interest in student progress.
Promotes academic success as an important priority for all students.

- Mgintains high standards and upholds the student conduct code.

Reports student discipline problems, vandalism, and other related concerns.

- Takes precautions fo ensure siaff /student safety. Does not leave students unsupervised.

Watches for student behavior thot may indicote o problem {e.g., profomity, teasing,
bullying, distress, etc.). Intervenes ond/or reporty concerns o an administrator.
Reports evidence of suspected child abuse as required by law.

Monitors innovations, evaluates activities, and recommends changes to enhance future
programs.

© Works closely with the athletic boosters association.

Builds community partnerships that enhance district programs and services.
Participates in staff meetings and professicnal growth epportunities as directed.

- Accepts personal responsibility for decisions and conduct.
- Strives to develop rapport and serve as a positive role model for others.
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Abilities
Required:

Supervisory
Responsibility:

Working
Conditions:

Performance
Evaluation:

Performs other specific job-related duties as directed.

The following characteristics and physical skills are essential for the successful
performance of assigned duties.

Demonstrates professionalism and contributes to a positive work environment.
Organizes tasks and manages time effectively.

Skillfully manages individual, group, and organizational interactions.
Effectively uses verbal, nonverbal, writing, and listening skills.

- Averts problem situations and intervenes to resolve conflicts.

Exhibits consistency, resourcefulness, and resilience.
Exercises self-control and perseverance when dealing with students.

+ Completes paperwork accurately. Verifies and correcily enters data.
* Maintains an acceptable attendance record and is puncival.
- Travels to meetings and work assignments.

Under the direction of the athletic director: plans work assignments, provides
instructions, and monitors assigned staff and volunteers. Promotes teamwork and helps
staff as needed to successfully accomplish delegated duties.

Exposure to the following situations may range from remote to frequent based on
circumstances and factors that may not be predictable.

Duties may require bending, crouching, kneeling, reaching, and standing.

Duties may require liffing, carrying, and moving work-related supplies/equipment.
Duties may require operating and/or riding in a vehicle.

Duties may require wearing protective clothing and using safety equipment.

Duties may require working extended hours.

- Duties may require working under time constraints fo meet deadlines.
* Potential for exposure to adverse weather conditions and temperature extremes.
- Potential for exposure to air-borne particulates, chemical irritants, combustible

materials, electrical hazards, equipment vibrations, noises, and odors.

* Potential for exposure to blood-borne pathogens and communicable diseases.
- Potential for interaction with disruptive and/or unruly individuals.

Job performance is evaluated according to the policy provisions adopted by the
Piqua City School District Board of Education.

The Piqua City School District Board of Education is an equal opportunity emplioyer
offering employment without regard to race, color, religion, gender, national origin,
age, or disability. This job description summary does not imply that these are the only
duties to be performed. This job description is subject to change in response to funding
variables, emerging technologies, improved operating procedures, productivity factors,
and unforeseen events. Board Approved: 2/28/02



Title:
Repors to:

Job Objectives:

Minimum
Quualifications:

Responsibilities
and Esseniial
Funclions:

PIQUA CITY SCHOOL DISTRICT
JOB DESCRIPTION

ASSISTANT ATHLETIC TRAINER File 407

Athietic Director and Athletic Trainer

Assists the athletic trainer. Helps students manage and take care of athletic injuries.
Teaches physical enhancement skills. Keeps the athletic trainer informed about
emerging issues.

Valid Ohio athletic trainers license.

* Meets all mandated health requirements {e.g., @ negative tuberculosis test, etc.).

Documentation of a clear criminal record.
Completion of all pupil activity supervisor velidation requirements.

' Knowledgeuable about interscholastic athletic program regulations.
* Meets all prerequisite qualifications to be bonded.

The following duties are representative of performance expectations. A reasonable
accommodation may be made to enable a qualified individual with a disability to
perform essential functions.

- Provides technical expertise in the evaluation and management of athletic injuries.
* Upholds board policies and follows administrative procedures.

Promotes a favorable image of the s¢hool district.

* Assists with the ongoing maintenance of the training room and freatment areas. Inspecis

program equipment. Makes minor repairs and corrects unsafe conditions.

* Works with the athletic trainer to evaluate program needs. Requisitions essenfial

supplies as directed. Promotes the proper use and care of school property.
Reviews procedures and schedules before the start of the season.

- Helps ensure that medical authorization forms are on file and readily available. Informs

students about the importance of full medical disclosure (e.g., medical history,
medications, injuries, treatment regimes, etc.) and procedures for assistance with an
injury.

+ Evaluates, treats, and moniters minor injuries (e.g., ¢brasions, lacerations, muscle strains,

etc.). Documenis the care provided and medical supplies used.

- Motifies parents/guardians and reviews treatment options when an injury occurs.
- Consults o physician when the extent of an injury is nof clear. Promptly documents all

injuries that require medicat attention.

* Helps with the treatment of serious injuries only under the direction of a physician.
* Reports all injuries to the athletic trainer and head coach. Consults with coaches

regarding functional ability. Consults with athletic trainer to determine an athlete
playing status when o physician has not evalvated the student's condition.

* Maintains a status report for all injured athletes. Requires a physician’s approval for an

athlete to participate in practice sessions or contests following an injury requiring
medical supervision.

Respects personal privacy. Maintains the confidentiality of privileged information.

+ Avoids public eriticism of fraining/coaching methods used by other individuals.
- Supervises iraining and conditioning aciivities. |dentifies activities best suited for each

sport. Instructs coaches, frainers, and aifiletss in proper roining technigues. Consulis
with athletes about sports nuirition infermalion.

- Assists with orthopedic taping, bracing, and therapeutic exercise activities.
* Makes recommendations regarding the assignment of student trainers.

Communicates high expectations and shows an active interest in student progress.
Promotes academic success as an important priority for oll students.

* Maintains high standards and upholds the student conduct code.

* Reports student discipline problems, vandalism, and other related concerns.

* Ensures that students keep locker rooms and practice areas orderly.

+ Obtains permission fo be away when duties conflict with other assigned duties.
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Abilities
Required:

Supervisory
Responsibility:

Werking
Conditions:

Performance
Evaluation:

- Takes precautions to ensure staff /student safety. Does not leave students unsupervised.

Woatches for student behavior that may indicate a problem (e.g., profanity, teasing,
bullying, distress, etc.). Intervenes and/or reports concerns to an administrator.
Reports evidence of suspected child abuse as required by law.

* Monitors innovations, evaluates activities, and recommends changes to enhance future

programs.

Works with the athietic boosters association as directed.

Helps build community partnerships that enhance district programs and services.
Participates in staff meetfings and professional growth opportunities as directed.

+ Accepfts personal responsibility for decisions and conduct.

Strives to develop rapport and serve as a positive role model for others.
Performs other specific job-related duties as direcied.

The following characteristics and physical skills are essential for the successful
performance of assigned duties.

- Acts in accordance with the professional code of ethics.

Demonstrates professionalism and contributes to o positive work environment.
Orguanizes tasks and manages time effectively.

Skillfully manages individual, group, and organizational interactions.
Effectively uses verbal, nonverbal, writing, and listening skills.

Averts problem situations and intervenes to resolve conflicts.

Exhibits consistency, resourcefulness, and resilience.

Exercises self-control and perseverance when dealing with students.
Completes paperwork accurately. Verifies and carrectly enters data.

* Maintains an acceptable attendance record and is punciual.
- Travels to meetings and work assignments.

Under the direction of the athletic frainer: plans work assignments, provides
instructions, and monitors assigned staff and volunteers. Promotes teamwork and helps
staff as needed to successfully accomplish delegated duties.

Exposure to the following situations may range from remote to frequent based on
circumstances and factors that may not be predictable.

Duties may require bending, crouching, kneeling, reaching, and standing.

Duties may require lifting, carrying, and moving work-related supplies/equipment.
Duties may require operating and/or riding in a vehicle.

Duties may require wearing proteciive clothing and using safety equipment.
Duties may require working extended hours.

Buties may require working under time constraints to meet deadlines.

Potential for exposure to adverse weather condifions and femperature extremes.
Potential for exposure to air-borne particulates, chemical irritants, combustible
materials, elecirical hazards, equipment vibrations, noises, and odors.

Potential for exposure to blood-borne pathogens and communicable diseases.
Potential for interaction with disruptive and /or unruly individuals.

Job performance is evaluated according to the policy provisions adopted by the
Piqua City School District Board of Education.

The Piqua City Schoo! Disirict Board of Education is an equal opportunity employer
offering employment without regard to race, color, religion, gender, national origin,
age, or disability. This job description summary does not imply that these are the only
duties to be performed. This job description is subject fo change in response to funding
variables, emerging technologies, improved operating procedures, productivity factors,
and unforeseen events. Board Approved: 2/28/02



Title:
Reports to:

Job Objectives:

Minimum
Qualificatiens:

Responsibilities
and Essential
Functions:

PIGUA CITY SCHOOL DISTRICT
JOB DESCRIPTION

ATHLETIC TRAINER File 408

Athletic Director

Coordinates athletic training activifies. Helps students manoge and take care of athletic
injuries. Teaches physical enhancement skills. Keeps the athletic director informed about
emerging issues.

- Valid Ohio athletic trainers license.
- Meets all mandated health requirements (e.g., a negative tuberculosis test, etc.).

Documentation of o clear criminal record.

- Completion of alt pupil adiivity supervisor validation requiremenis.
- Knowledgeable about interscholastic athletic program regulations.
- Meets all prerequisite qualifications to be bonded.

The following duties are representative of performance expectations. A reasonable
accommodation may be made to enable a qualified individua! with a disability 1o
perform essential functions.

Provides technical expertise in the evaluation and management of athletic injuries.

- Upholds board policies and follows administrative procedures.

Promotes a favorable image of the school district.

- Oversees the ongoing maintenance of the training room and treatment areas. Inspects

program equipment. Makes minor repairs and corrects unsafe conditions.

- Works with the athletic director to evaluate program needs. Requisitions essential

supplies and equipment. Promortes the proper use and care of school property.
Reviews procedures and schedules before the start of the season.

- Coordinates/conducts school physicals for student athletes. Checks to ensure that all

athletes and cheerleaders have physicals on file.

Ensures that medical authorization forms are on file and readily available. Informs
students about the imporiance of full medical disclosure {e.g., medical histery,
medications, injuries, freatment regimes, etc.) and procedures for assistance with an
injury.

Evaluates, treats, and monitors minor injuries (e.g., abrasions, lacerations, muscle strains,
etc.). Documents the care provided and medical supplies used.

Notifies parents/guardians and reviews treatment options when an injury occurs.

- Consults o physician when the extent of an injury is not clear. Prompily documents all

injuries that require medical attention.

Helps with the treatment of serious injuries only under the direction of a physician.
Reports all injuries to the head coach. Consulfs with coaches regarding functional ability.
Assumes responsibility for determining an athlete playing status when a physician has
not evaluated the student’s condition.

Maintains a status report for all injured athletes. Requires a physician's approval for an
athlete to participate in practice sessions or contests following an injury requiring
medical supervision.

Respects personal privacy. Maintains the confidentiality of privileged information.

- Avoids public criticism of fraining /coaching methods used by othar individuals.
- Supervises fraining and conditioning activities. Fdeniifies aciiviiies besi suited for each

sport. Instrucis coaches, trainers, and athletes in proper training techniques. Consults
with athletes about sports nutrition information.
Oversees oll orthopedic taping, bracing, and therapeutic exercise activities.

- Assigns and frains student frainers.

Communicates high expectations and shows an active interest in student progress.
Premctes academic success as an important priority for all students.

- Madintains high standards and upholds the student conduct code.

Reports student discipline preblems, vandalism, and other related concerns.



ATHLETIC TRAINER

Abilities
Required:

Supervisory
Responsibilify:

Working
Conditions:

Performance
Evaluafion:

Page 2 of 2

Ensures that students keep locker rooms and practice areas orderly.
Obtains permission to be away when duties conflict with other assigned duties.

- Takes precautions to ensure staff /student safety. Does not leave students unsupervised.

Watches for student behavior that may indicate o problem (e.g., profanity, teasing,
bullying, distress, efc.). Intervenes and/or reports concerns to an administrator.
Reports evidence of suspected child abuse as required by law.

* Monitors innovations, evaluates, and recommends changes to enhance future programs.
- Works closely with the athletic boosters association.

Builds community partnerships that enhance district programs and services.
Participates in national, state, and/or regional activities that advance district goals.
Participates in staff meetings and professional growth opportunities as directed.

- Accepts personal responsibility for decisions and conduct.

Strives to develop rapport and serva as o positive role model for others.
Performs other specific job-related duties as directed.

The following characteristics and physical skills are essential for the successful
performance of assigned duties.

Acts in accordance with the professional code of ethics.
Demonstrates professionalism and contributes to a positive work environment.

- Organizes tasks and manages time effectively.

Skilifully manages individual, group, and erganizational interactions.
Effectively vses verbal, nonverbal, writing, and lisiening skills.

* Averis problem situations and intervenes fo resolve conflicts.

Exhibits consistency, resourcefulness, and resilience.

Exercises self-control and perseverance when dealing with students.
Completes paperwork accurately. Verifies and correctly enters data.
Maintains an acceptable attendance record and is punctual.

- Travels to meetings and work assignments.

Under the direction of the athletic director: plons work assignments, provides
instructions, and monitors assigned staff and volunteers. Promotes teamwork and helps
staff as needed to successfully accomplish delegoted duties.

Exposure to the following situations may range from remote to frequent based on
circumstances and factors that may not be predictable.

Duties may require bending, crouching, kneeling, reaching, and standing.

Duties may require lifting, carrying, and moving work-related supplies/equipment.
Duties may require operatfing and/or riding in a vehicle.

Buties may require wearing proteciive clothing and using safety equipment.
Duties may require working exiended hours.

Duties may require working under time constraints to meet deadlines.

Potential for exposure to adverse weather conditions and temperature extremes.
Potential for exposure to air-borne particulates, chemical irritants, combustible
materials, electrical hazards, equipment vibrotions, noises, and odors.

Potential for exposure io blood-horne pathogens and communicable diseases.
Potential for interaction with disruptive and/or unruly individuals.

Job performance is evaluated according to the policy provisions adopied by the
Piqua City School District Board of Education.

The Piqua City School District Board of Education is an equal opporiunity employer
offering employment without regdrd to race, color, religion, gender, nationat origin,
age, or disability. This job description summary does not imply that these are the only
duties to be performed. This job description is subject to change in response to funding
variables, emerging technologies, improved operating procedures, productivity factors,
and unforeseen events. Board Approved: 2/28/02



PIQUA CITY SCHOOL DISTRICT
JOB DESCRIPTION

Title: ACADEMIC COMPETITION ADVISOR (ODYSSEY File 409
OF THE MIND, SCIENCE OGLYMPIAD, ETC.)

Reporis jo: Principal

Job Objectives: Facilitates student participation in academic competitions. Provides guidance and

encouragement to help students profit from their participation. Keeps the principal
informed about emerging issues.

Minimum + Valid Ohio teacher’s license or certificate appropriate for the assignment is
Gualifications: preferred.
* Meets all mandated heaith requiremenis (e.g., o negative tuberculosis test, efc.).
Documentation of a clear criminal record.

Responsibilities The following duties are representative of performance expectations. A reasonable
and Essential accommadation may be made to enable o qualified individual with a disability to
Functions: perform essential functions.

Develops a budget and an outline of activities for the principal’s approval. Ensures that
the program is self-sustaining except for financial support authorized by the board or
administration, Requisitions essential supplies and equipment.

+ Uphelds beard policies and follows administrative procedures.

+ Promotes a favorable image of the school district.

* Maintains a competition calendar. Coordinates activities with the school calendar.

- Promotes the proper use and care of school property,

- Communicates progrom objectives to encourage student participation. Selects team
members. Maintains the infegrity of the selection process. Informs participants about
personal responsibilities.

- Communicates high expectations and shows an active interest in student progress.

- Maintains high standards and upholds the student conduct code.

Respects personal privacy. Maintains the confidentiality of privileged information.

- Avoids public criticism of training /coaching methods used by other individuals.

Carries out practice sessions. Evaluates the team’s performance. Helps students refine
competfifion strategies.

- Maintains accurate records and submits reporfs on time.

Promotes a favorable image and recognition of program participants.

Checks to ensure that students have paid authorized fees. Supervises approved fund
raising projects. Ensures that all financial activities are processed through the proper
student activity account.

- Arranges student transportation for sanctioned activities.

* Obtains permission to be away when duties conflict with other assigned duties.

- Takes precautions to ensure staff /student safety. Does not leave students unsupervised.
Waiches for student behavior that may indicate o problem (e.g., profanity, teasing,
bullying, distress, efc.). Intervenes and/or reports concerns to an administrator.
Reporis evidence of suspected child abuse as required by law.

- Monitors innovations, evaluates activities, and recommends changes fo enhance future
programs.

Builds community parinerships that enkance district pregroms and services.
Participates in staff meetings and professional growth opportunities as direcred.
+ Accepts personal responsibility for decisions and conduct.
Strives to develop rapport and serve as a positive role model for others.
- Performs other specific job-related duties as directed.

Abilities The following characteristics and physical skills are essential for the successful
Required: performance of assigned duties.



ACADEMIC COMPETITION ADVISOR (ODYSSEY OF THE MIND, SCIENCE OLYMPIAD, ETC.) Page 2 of 2

- Demonstrates professionalism and coniributes to a positive work environment.

+ Organizes tasks and manages time effectively.

- Skillfuily monages individual, group, and organizational interactions.
Effectively uses verbal, nonverbal, writing, and listening skills.

+ Averts problem situations and intervenes to resolve conflicts.

- Exhibits consistency, resourcefuiness, and resilience.

- Exercises self-confrol and perseverance when dealing with students.

- Completes paperwork accurately. Verifies and correctly enters data.

- Maintains an acceptable attendance record and is punciual.

+ Travels to meetings and work assignments.

Supervisory Under the direction of the principal: plans work assignments, provides instructions,
Responsibility: and monitors assigired staff and volunteers. Promotes teamwork and helps staff as
needed to successfully ciccomplish delegated duties.

Working Exposure to the following situations may renge from remofe to frequent based on
Conditions: circumstances and factors that may not be predictable.

Duties may require lifting, carrying, and moving work-related supplies/equipment.
- Duties may require operating and/or riding in a vehicle.
Duties may require prolonged use of a computer keyboard and monitor.
- Duties may require working extended hours.
Duties may require working under time constrainis to meet deadlines.
Potential for exposure to adverse weather conditions and temperature extremes.
Potential for exposure 1o biood-borne pathogens and communicable diseases.
Potential for interaction with disruptive and /or unruly individuals.

Performance Job performance is evaluated according to the policy provisions adopted by the
Evaluation: Piqua City School District Board of Education.

The Piqua City School District Board of Education is an equal opportunity employer
offering employment without regard to race, color, religion, gender, national origin,
age, or disability. This job descriptien summary does not imply that these are the only
duties to be performed. This job description is subject to change in response to funding
variables, emerging technologies, improved operating procedures, productivity factors
and unforeseen events. Board Approved: 2/28/02

T



Title:
Reporis to:
Job Objectives:

Minimum
Qualifications:

Responsibilities
and Essential
Functions:

Abilities
Required:

PIQUA CITY SCHOOL DISTRICT
JOB DESCRIPTION
ASSISTANT BAND CAMP DIRECTOR File 410

Marching Band Director

Helps coordinate band camp activities. Promotes academic enrichment as a vital aspect
of the district’s educational mission. Keeps the principal informed about emerging issues.

Valid Ohio teacher’s license or certificate appropriate for the assignment is
preferred.

Meets all mandated health requirements (e.g., o negative tuberculosis test, ete.).

+ Documentation of o clear criminal record.
- Completion of all pupil activity supervisor validation requirements.
- Meets all prerequisite qualifications to be bonded.

The following duties are representative of performance expectations. A reasonable
accommodation may be made to enable a qualified individual with o disability to
perform essential functions.

+ Assists the marching band director with band camp planning activities. Helps requisitions

essential supplies and equipment.

Uphelds beoard policies and follows administrative procedures.

Promotes a favorable image of the sthool district,

Encourages student involvement in band camp activities. Helps prepare information and
publicize the band camp program.

Checks to ensure that students have paid authorized fees as directed. Ensures that all
financial activities are processed through the proper student activity account.

Ensures that medical autherization forms are eon file and readily available.

Arranges student transportation for sanctioned activities as directed.

Assists with the transportation of equipment to and from the program site. Promotes the
proper use and care of school property.

- Carries out band camp activities as assigned by the marching band director.
- Communicates high expectations and shows an active interest in student progress.
- Maintains high standards and upholds the student conduct code.

Respects personal privacy. Maintains the confidentiality of privileged information.

- Muaintains accurate records and submits reports on fime.
- Takes precautions to ensure staff/student safety. Does not leave students unsupervised.

Watches for student behavior that may indicate o problem {e.g., profanity, teasing,
bullying, distress, efc.). Intervenes and/or reports concerns to an administrator.
Reports evidence of suspected child abuse as required by low.

- Monitors innovations, evaluates activities, and recommends changes to enhance future

band camp programs.

Accepts personal responsibility for decisions and conduct.

Strives to develop rapport and serve as a positive role model for others.
Performs other specific job-related duties as directed.

The following characteristics and physical skills are essential for the successful
performance of assigned duties.

Demonstrates professionalism and confributes o a positive work environment.
Organizes tasks and manages time effectively.

Skillfully manages individual, group, and organizational interactions.
Effectively uses verbal, nonverbal, writing, and listening skills.

Averts problem situations and intervenes to resclve conflicts.

- Exhibits consistency, resourcefulness, and resilience.
- Exercises self-control and perseverance when dealing with students.
- Completes paperwork accurately. Verifies and correctly enters data.
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+ Maintains an acceptable attendance record and is punctual.
+ Travels to meetings and work assignments.

Supervisory Under the direction of the marching band director: plans work assignments, provides
Responsibility: instructions, and monitors assigned staff and volunteers. Promotes teamwork and helps
staff as needed to successfully accomplish delegated duties.

Working Exposure to the following situations may range from remote to frequent based on
Conditions: circumstances and factors that may not be predictable.

- Duties may require bending, crouching, kneeling, recaching, and standing.

- Duties may require lifting, carrying, and moving work-related supplies/equipment.

- Duties may require operating and/or riding in a vehicle.

- Duties may require performing repetitive fasks quickly and differentiating variances in
intonation, pitch, rhythm, and sound.

+ Duties may require prolonged use of a computer keyboard and menitor.

- Duties may require wearing protective clothing and using safety equipment,

- Duties may require working extended hours.

* Duties may require working under time consiraints o meet deadlines.
Potential for exposure to adverse weather conditions and temperature extremes.
Potential for exposure to air-borne particulates, chemical irritants, combustible
materials, electrical hazards, equipment vibrations, noises, and odors.
Potential for exposure to blood-borne pathogens and communicable diseases.
Potential for interaction with disruptive and/or unruly individuals.

Performance Job performance is evaluated according to the pelicy provisions adopted by the
Evaluation: Piqua City School District Board of Education.

The Pigua City School District Board of Education is an equal opportunity employer
offering employment without regard to race, color, religion, gender, national origin,
age, or disability. This job deseription summary does not imply that these are the only
duties to be performed. This job description is subject to change in response to funding
variables, emerging technologies, improved operating procedures, productivity factors,
and unforeseen events. Board Approved: 2/28/02




Title:
Reporis fo:
Job Objectives:

Minimum
Qualificalions:

Responsibilities
and Essential
Functions:

Abilities
Required:

PIQUA CITY SCHOOL DISTRICT
JOB DESCRIPTION

IAT TEAM BUILDING COORDINATOR File 411
Principal

Works with team members to evaluate program options and develop intervention plans
for referred students. Keeps the principal informed about emerging issues.

- Appointment by the principal.

* Valid Ohio teacher’s license or certificate appropriate for the assignment.

* Meets all mandated health requirements (e.g., a negative tuberculosis test, etc.).
+ Documentation of a clear criminal record.

The following duties are representative of performance expectations. A reasonable
accommodation may be made to enable a qualified individual with a disability to
perform essential functions.

Schedules and coordinates team meetings.

- Keeps current with the K-12 courses of study, the district's scope and sequence

framework, and state standards/guidefines.

Upholds board policies and follows administrative procedures.

Promotes a favorable image of the school district.

Obtains informed written consent of parents/guardians before assessment and/or
providing services. Ensures that signed permission forms for the release of information
are on file.

Evaluates the needs of referred students based on all available information. Reviews
specific observable problem statements and base line data provided by ihe referring
teacher.

Helps identify internal/external resources available fo support team activities (e.g.,
teachers, medical specialist, counselors, social workers, efc.).

Helps determine if the referred student meets federal eligibility criteria.

Monitors each referral to ensure compliance with mandated timelines. Works with team
members fo reach a consensus and implement o specific plan for each referral.
Participates in follow-up meetings fo evaluate the efficacy of recommended
interventions. Terminates cases when the intervention is successful. Recommends
additional interventions and/or makes a referral for a mulii-factored evaluation if
concerns persist.

Reviews intervention/program options with parents/guardians.

* Helips formulate and guide the implementation of Individualized Education Plans (IEP) or

504 plans for stedents meeting eligibility requirements.

© Works with staff to ensure that services are provided in the least restrictive educational

environment.
Participates in due process procedures as requested.
Respects personal privacy. Maintains the confidentiality of privileged information.

- Communicates high expectations and shows an active interest in student progress.
* Maintains high standards and upholds the student conduct code.
+ Takes precautions to ensure staff/student safety. Waiches for student behavior that

may indicale o problem {e.g., profarity, teasing, bullying, distress, ete.). Intervenes
and /or reports concerss fo an administrator.

Reports evidence of suspected child abuse us required by law.

Participates in professional growth opportunities as directed.

+ Accepts personal responsibility for decisions and conduct.
: Strives fo develop rapport and serve as a positive role model for others.

Performs other specific job-related duties as directed.

The following characteristics and physical skills are essential for the successful
performance of assigned duties.
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- Arficulates a clear vision and provides leadership to advance the change process.
Promotes a positive work environment and engenders staff enthusiasm.

- Skillfully manages individual, group, and organizational interactions.

* Averts problem situations and intervenes to resolve conflicts.

- Interprets information accurately and initiates effective responses.

- Effectively uses verbal, nonverbal, writing, and listening skills.

- Organizes tasks and manages time effectively.

- Completes paperwork accurately. Verifies and correctly enters data.

* Maintains an acceptable attendance record and is punciual.

- Travels to meetings ond work assignments.

Working Exposure to the following situations may range from remote to frequent based on
Conditions: circumstances and factors that may not be prediciable.

- Duties may require lifting, carrying, and moving work-related supplies/equipment.
- Duties may require operating and/or riding in a vehicle.
Duties may require prolonged use of a computer keyboard and monitor.
Duties may require working extended hours.
- Duties may require working under time constraints to meet deadlines.
- Potential for exposure to adverse weather conditions and temperaiure extremes.
Potential for exposure to blood-borne pathogens and communicable diseases.
* Potential for interaction with disruptive and /or unryly individuals,

Performance Job performance is evaluated according to the policy provisions adopted by the
Evalualion: Piqua City Schoel District Board of Educotion.

The Piqua City School District Board of Education is an equal opportunity employer
offering employment without regard to race, color, religion, gender, national origin,
age, or disability. This job description summary does not imply that these are the only
duties to be performed. This job description is subject to change in response to funding
variables, emerging technologies, improved operating procedures, productivity factors,
and unforeseen events. Board Approved: 2/28,/02



Title:
Reporis to:
Job Objectives:

Minimom
Qualifications:

Responsibilities
and Essential
Functiens:

PIQUA CITY SCHOOL DISTRICT
JOB DESCRIPTION

BUILDING TECHNOLOGY COORDINATOR File 412

Technology Coordinator and Principal

Provides technology support services to building staff. Keeps the principal informed
about emerging issues.

- Valid Ohio teacher’s license or certificate appropriate for the assignment.

» Strong technical skills as evidenced by computer training /work experience.

* Meets all mondated health requirements (e.g., o negative tuberculosis test, etc.).
+ Documentation of a clear eriminal record.

- Experience in the installation, mainterunce, and repair of computer hardware and

software.

- Knowledge of the curriculum process and software applications appropriate for diverse

instructional settings and user abilities.

+ Ability to train adult learners with o wide range of interest and skill levels.
- Commitment to keeping current with technological advances.

The following duties are representative of performance expectations. A reasonable
accommodation may be made to enable a qualified individual with a disability to
perform essential functions.

* Manages the building's help desk. Addresses equipment/performance problems (e.g.,

trouble shoots technology equipment/software, cable connections, re-sets switches, etc.).
Assists with equipment/software installations as directed.

Provides technical support to help staff use computers, software programs, printers, and
other peripherals effectively. Prepares training materials and instruction sheets.
Upholds board policies and follows administrative procedures.

Promotes a favorable image of the school district.

+ Aftends technology meetings. Participates as an active member of district and building

technology committees.

Performs preventive mainfenance and routine cleaning of equipment. Installs software
and other enhancements. Replaces print ribbons, toner cartridges, etc.

Works with the district technology coordinator to schedule repairs by outside vendors.
Maintains repair records. Requests permission and follows board-approved procedures
for the disposal of fixed assets.

Prepares and submits reports, records, and inventeries as directed.

- Arranges software demonstrations. Notifies staff about new acquisitions. Provide

individual and small group opporiunities for training and problem solving.

© Works with supervisors to help staff improve proficiency with technology resources.

Helps plan and present in-service programs.

- Works with teachers to explore adaptations that will enhance classroom activities.
- Assists with the development and mainterance of the building's web site.
* Assists with the preparation of foundation/grant proposals as directed.

Respects personal privacy. Maintains the confidentiality of privileged information.

- Maintains high standards and upholds the siudent conduct code.

Reports student discipline problems, vandalism, and other related soncerns.

- Takes precautions to ensure staff /student safety. Waiches for studeni hehavior that

may indicafe a problem {e.g., profanity, ieasing, bullying, distress, etc.). Intervenes
and/or reports concerns to an administrator.

Reports evidence of suspected child abuse as required by law.

Participates in staff meetings and professional growth opportunities as directed.
Accepts personal responsibility for decisions and conduct.

Strives to develop rapport and serve as a positive role model for others.

- Performs other specific job-related duties as directed.
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Abilities
Required:

Working
Conditions:

Performance
Evaluation:

The following characteristics and physical skills are essential for the suecessful
performance of assigned duties.

+ Demonstrates professionalism and contributes to a positive work environment.
- Organizes tasks and manages time effectively.

- Skillfully manages individual, group, and organizational interactions.

- Effectively uses verbal, nonverbal, writing, and listening skills.

- Averts problem situations and intervenes to resolve conflicts.

Exhibits consistency, resourcefulness, and resilience.
Exercises self-conirol and perseverdance when dealing with students.

+ Completes paperwork accurately. Verifies and correctly enters data.

Maintains an acceptable attendance record and is punctual.

+ Travels to meetings and work assignments.

Exposure to the following situations may range from remote to frequent based on
circumstances and factors that may not be predictable.

Duties may require balancing, bending, climbing, crouching, kneeling, reaching, standing,
and working at various heights.

Duties may require lifting, carrying, and moving work-related supplies/equipment.
Duties may require operating and/or riding in a vehicle.

Duties may require prolonged use of a computer keyboard and monitor.

Duties may require wearing protective clothing and using safety equipment.
Duties may require working extended hours.

Duties may require working under time constraints to meet deadlines.

Potential for exposure to adverse weather conditions and temperature extremes.
Potential for exposure to air-borne particulates, chemical irritants, combustible
materials, electrical hazards, equipment vibrations, noises, and odors.

Potential for exposure to blood-borne pathogens and communicable diseases.
Potential for interaction with disruptive and/or unruly individuals.

Job performance is evaluated according to the policy provisions adopted by the
Piqua City School District Board of Education.

The Piqua City School District Board of Education is an equal opportunity employer
offering employment without regard to race, color, religion, gender, nafional origin,
age, or disability. This job deseription summary does not imply that these are the only
duties to be performed. This job description is subject to change in response to funding
variables, emerging technologies, improved operating procedures, productivity factors,
and unforeseen events. Bourd Approved: 2/28/02



Title:
Reports to:

Job Objectives:

Minimum
Qualifications:

Responsibilities
and Essential
Functions:

PIQUA CITY SCHOOL DISTRICT
JOB DESCRIPTION

DIVISICN CHAIRPERSON File 413
Principal and Director of Curriculum and instruction

Provides division leadership for the continuous improvement of the instructional program.

Keeps the principal and director of curriculum and instruction informed about emerging
issues.

+ Valid Ohio teacher’s license or certificate appropriate for the assignment.

- Master’s degree or higher with training in curriculum and instruction is desirable.
* Meets all mandated health requirements (e.q., o negative fuberculosis test, etc.).
- Documentation of o clear criminal recard.

The following duties are representaiive of performance expectations. A reasonable
accommodation may be made to enable a qualified individual with a disability to
perform essential funciions.

Provides division leadership to facilitate curriculum improvements, staff development
activities, and proficiency test readiness.

Upholds board policies and follows administrative procedures.

Promotes a favorable image of the school district.

Develops performance goals and a strategy to accomplish approved objectives within
specified time lines.

Maintains effective communications with staff to resolve problems and sustain progress
toward division objectives.

- Assists the principal with the development of the master schedule.

Promotes the continuity of the instructional program. Provides insights about the
progression of student skills and the key contributions made by staff ot each level.

+ Analyzes proficiency and competency-based test results. Recommends instructional

modifications and interventions that enhance student learning and improve test
performance.

- Assists with the review and revision of the district’s curriculum guides and courses of

study.

- Assists with course of study transitions.

Recommends the addition of courses, the grade placement of courses, and modifications
of graduation requirements.

+ Meets with sales representatives. Schedules demonstrations. Evaluates division needs

and prepares budget recommendations.

- Maintains division inventory records.
- Assists with the preparation of foundation/grant proposals as directed.

Participates in staff selection and orientation processes as requested. Recommends staff
and student teacher assignments. Provides on-going guidance as needed.

- Coordinates department staff meetings. Identifies concerns, shares successful practices,

and provides timely information about district activities.
Plans, implements, and evaluaies depariment staff development programs. Posts
continuing education information.

- Monitors clossroom instrizction. Serves as a resource on curricula and other division

issues. Works with supervisors fo improve siaff competencies.

- Collaborates with other teachers. Shares knowledge and resources that enhance the

educational process.

- Supports appropriate research and pilot projects. Encourages staff to develop and

disseminate innovative instructional /program materials.

Maintains aceurate records and submits reports on time.

Respects personal privacy. Maintains the confidentiality of privileged information.
Promotes the effective use of available technology in records management and
instructional activities. Upholds computer technology acceptable use policies.
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Abilities
Required:

Supervisory

Responsibility:

Working
Conditions:

Performance
Evaluation:

Communicates high expeciations and shows an active interest in student progress.

* Muaintains high standards and upholds the student conduct code.
- Takes precautions to ensure staff/student safety. Watches for student behavior that

may indicate a problem (e.g., profanity, teasing, bullying, distress, etc.). Intervenes
and/or reports concerns to an administrator.

Reports evidence of suspected child abuse as required by law.

- Builds community partnerships that enhance district programs and services.

Represents the department at meetings outside the district.
Participates in national, state, and/or regional activities that advance district goals.
Participates in staff meetings and professional growth opportunities as directed.

* Accepts personal responsibility for decisions and conduct.
- Strives fo develop rapport and serve as a positive role model for others.

Performs other specific joks-related duties us directed.

The following characteristics and physical skills are essential for the successful
performance of assigned duties.

+ Arficulates o clear vision and provides leadership to advance the change process.

Promotes a positive work environment and engenders staff enthusiasm.

- Skillfully manages individual, group, and organizational interactions.
+ Averts problem situations and intervenes to resolve conflicts.

Interprets information accurately and initiates effeciive responses.
Effectively uses verbal, nonverbal, writing, and listening skills.

- Organizes tasks and manages time effectively.

- Completes paperwork accurately. Verifies and correctly enters data.
* Maintains an acceptable attendance record and is punctval.

- Travels to meetings and work assignments.

Under the direction of the principal and director of curriculum and instruction: plans work
assignments, provides instructions, and monitors assigned staff. Promotes teamwork and
helps staff as needed to successfully accomplish delegated duties.

Exposure to the foliowing situations may range from remote to frequent based on
circumstances and factors that may not be prediciable.

- Duties may require lifting, carrying, and moving work-related supplies/equipment.

Duties may require operating and/or riding in a vehicle.

- Duties may require prolonged use of a compuier keybeard and monitor.

Duties may require working extended hours.

Duties may require working under time constraints to meet deadlines.

Potential for exposure to adverse weather conditions and temperature extremes.
Potential for exposure to blood-borne pathogens and communicable diseases.
Potential for interaction with disruptive and/or unruly individuals.

lob perfermance is evalvated according to the policy provisions adopted by the
Piqua City School District Board of Education.

The Piqua City School District Board of Education is an equol opporiunity employer
offering empleyment without regard to race, color, religion, gender, nationa! origin,
age, or disability. This job description summary does not imply thot these are the only
duties to be performed. This job description is subject te change in response to funding
variables, emerging technologies, improved operating procedures, productivity factors,
and unforeseen events. Board Approved: 2/28/02



Title:
Reporis to:
Job Objectives:

Minimum
Qualifications:

Responsibilities
and Essential
Functions:

Abilities
Reguired:

PEGUA CITY SCHOOL DISTRICT
JOB DESCRIPTION

CHOREOGRAPHER (SHOW CHCIR, SPRING MUSICAL, ETC.) File 414
Drama or Music Director (as assigned)

Coordinates choreography activities.

* Valid Ohio teacher’s license or certificate appropriate for the assignment is

preferred.

© Meets all mandated health requirements {e.g., o negative tuberculosis test, etc.).

Documentation of a clear criminal record.

- Musical and/or theatrical production choreography skills.

The following duties are representative of performance expectations. A reasonable
accommodation may be made to enable a qualified individual with a disability to
perform essential functions.

Confers with the director to review production activities. Coordinates production cuts.
Creates dance routines.

- Upholds beard policies and follows administrative procedures.

Promotes o favorable image of the school district.
Encourages student involvement in program activities. Helps manage open auditions.

+ Supervises dance rehearsals. Keeps the director informed about production activities

and emerging issues.

Promotes the proper use and care of school property.

Helps ensure safe working conditions. Assists with the proper care and storage of
production equipment. Makes minor repairs as directed.

- Communicates high expectations and shows an active interest in student progress.
+ Maintains high standards and uphoids the student conduct code.

Respects personal privacy. Maintains the confidenfiality of privileged information.
Prepares and submits production records as directed.

Promotes ¢ favorable image and recognition of program participants.

Arranges student transportafion for sanctioned activities as directed.

- Obtains permission to be away when duties conflict with other assigned duties.
- Takes precautions to ensure staff/student safety. Does not leave students unsupervised.

Wartches for student behavior that may indicafe a problem {e.g., profanity, teasing,
bullying, distress, etc.). Intervenes and/or reports concerns to an administrator.
Reports evidence of suspected child abuse as required by law.

Recommends choreography changes to enhance future programs.

Helps build community parinerships that enhance district programs and services.
Participates in national, state, and /or regional activities that advance district goals.
Participates in staff meetings and professional growth apportunities as directed.

- Accepts personal responsibility for decisions and conduct.

Strives to develop rapport and serve as o positive role model for others.
Performs other specific job-related duties as directed.

The following characteristics and physical skills are essential for the successful
performance of assigned duties.

- Demaonstrates professionalism and contributes 1o a positive work environment.

Organizes tasks and manages time effectively.

Skillfully manages individual, group, and organizational interactions.
Effectively uses verbal, nonverbal, writing, and listening skiils.

Averts problem situations and intervenes to resolve conflicts.

Exhibits consistency, resourcefuiness, and resilience.

- Exercises self-control and perseverance when dealing with students.
- Completes paperwork accurately. Verifies and correctly enters data.
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* Maintains on acceptable aitendance record and is punctual.
- Travels to meetings and work assignments,

Supervisory Under the direction of the assigned director: plans work assignments, provides
Responsibility: instructions, and monitors assigned staff and volunteers. Promotes teamwork ond helps
staff as needed to successfully accomplish delegated duties.

Working Exposure to the following situations may range from remote to frequent based on
Conditions: circumstances and factors that moy not be predictable.

+ Duties may require bending, crouching, kneeling, reaching, and standing.

- Duties may require lifting, carrying, and moving work-related supplies/equipment.

- Duties may require operating and for riding in a vehicle.

- Duties may require performing repetitive tasks quickly and differentiating variances in
intonation, pitch, rhythm, and sound.

+ Duties may require prolonged use of a computer keyboard and monitor.

- Duties may require wearing profective clothing and using safety equipment.

- Duties may require working extended hours.

- Duties may require working under time constraints to meet deadlines.

- Potential for exposure to adverse weather conditions and temperature extremes.

- Potential for exposure to air-borne particulates, chemical irritants, combustible
materials, electrical hazards, equipment vibrations, noises, and odors.

- Potential for exposure to blood-borne pathogens and communicable diseases.

- Potential for interaction with disruptive and /or unruly individuals.

Performance lob performance is evaluated according to the policy provisions adopted by the
Evaluation: - Piqua City School District Board of Education.

The Pigqua City School District Board of Education is an equal opportunity employer
offering employment without regard to race, color, religion, gender, national origin,
age, or disability. This job description summary does not imply that these are the only
duties to be performed. This job description is subject to change in response o funding
variables, emerging technelogies, improved operating precedures, productivity factors,
and unforeseen events. Board Approved: 2/28/02



Title:
Reports to:

Job Objectives:

Minimum
Qualifications:

Responsibilities
and Essential
Functions:

PIQUA CITY SCHOOL DISTRICT
JOB DESCRIPTION

FRESHMAN, SOPHOMORE, JUNIOR, AND SENIOR CLASS ADVISOR File 415

Principal

Helps students identify class goals. Premotes school spirit as a vital aspect of the
district’s educational mission. Supervises class activities. Provides guidance and
encouragement to help students profit from their participation. Keeps the principal
informed about emerging issves.

- Valid Ohio teacher’s license or certificate appropriate for the assignment is

preferred.

* Meets all mandated health reguirements (e.g., o negative tuberculosis test, etc.).

Documentation of a clear criminal record.

* Meets all prerequisite qualifications to be bonded.

The following duties are representative of performance expectations. A reasonable
accommodation may be made to enable a qualified individval with a disability fo
perform essential functions.

Develops o budget and an outline of activities for the principal’s approval. Ensures that
the program is self-sustaining except for financial support authorized by the board or
administration. Requisitions essential supplies and equipment.

* Upholds board policies and follows administrative procedures.

Promotes a favorable image of the school district.

- Coordinates activities with the school calendar.

Promotes the proper use and care of school property.
Provides guidance to help students develop and promote program ideas. Seeks
opportunifies to involve all students in class activities.

- Encourages and facilitates student involvement in public service activities.

Recruits, instructs, and supervises adult chaperones.
Communicates high expectations and shows an active interest in student progress.

* Maintains high standards and upholds the student conduct code.

Respects personal privacy. Maintains the confidentiality of privileged information.
Maintains accurate records and submits reports on time.

Helps students determine reasonable fees and/or alternative methods to fund class
activities. Supervises approved fund raising projects. Ensures that all financial activities
are processed through the proper student activity account.

Arranges student transportation for sanctioned activifies.

Obtains permission to be away when duties conflict with other assigned duties.

- Takes precautions to ensure staff/student safety. Does not leave students unsupervised.

Watches for student behavior that may indicate a problem {e.g., profanity, teasing,
bullying, distress, ete.). Intervenes and/or reports concerns to an administrator.
Reports evidence of suspecied child abuse as required by law.

- Monitors innovations, evaluates activities, and recommends changes to enhance future

programs.

Builds community partnerships that enhance disirict programs and sesrvices.
Participates in staff meetings and professional growth cpportunities as directed.
Accepts personal responsibility for decisions and conduct.

Strives fo develop rapport and serve as a positive role model for others.

- Performs other specific job-related duties as directed.

Freshman and Sophomore Class Advisers -- Additional dufies:

- Oversees prom fundraoising activifies.

Junior Class Advisor - Additional duties:
Oversees the planning and supervision of the Junior-Senior Prom.
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Oversees the purchasing of prom supplies.
- Oversees prom theme and court selection processes.

Senior Class Advisor -- Additional duties:
© Works with class officers and the principal to plan the graduation ceremony.
Works with the principal and secretary to process paperwork for graduation.
- Meets with sales representatives to select caps/gowns, announcements, etc.
- Oversees the voting process for the class mofto, flower, colors, song, efc.

Abilities The following characteristics and physical skills are essential for the successful
Required: performance of assigned duties.

* Demonsirates professionalism and coniributes to a positive work environment.
- Orgoanizes tasks and manages fime effectively.
- Skilifulty manages individval, group, and crganizational interactions.
- Effectively uses verbal, nonverbal, writing, and listening skills.
- Averts probliem sifuations and intervenes to resclve conflicts.
- Exhibits consistency, resourcefulness, and resilience.
Exercises self-control and perseverance when dealing with students.
+ Completes paperwork accurately. Verifies and correctly enfers data.
* Maintains an acceptable attendance record and is punctual.
- Travels to meetings and work assignments.

Supervisory Under the direction of the principal: plans work assignments, provides instructions,
Responsibility: and monitors assigned staff and volunteers. Promotes teamwork and helps staff as
needed to successfully accomplish delegated duties.

Working Exposure to the following situations may range from remote to frequent based on
Conditions: circumstances and factors that may net be predictable.

- Duties may require bending, crouching, kneeling, reaching, and standing.
- Duties may require lifting, carrying, and moving work-related supplies/equipment.
- Dufies may require operating and/or riding in a vehicle.
- Duties may require prolonged use of a computer keyboard and monitor.
Duties may require working extended hours.
Duties may require working under fime constraints to meet deadlines.
Potential for exposure to adverse weather conditions and temperature extremes.
Potential for exposure to blood-borne pathogens and communicable diseases.
Potential for interaction with disruptive and/or unruly individuals.

Performance Job performance is evaluated according to the policy provisions adopted by the
Evaluation: Piqua City School District Board of Education.

The Piqua City School District Board of Education is an equal opportunity employer
offering employment without regard fo race, color, religion, gender, national origin,
age, or disability. This job description summary does not imply that these are the only
duties fo be performed. This job description is subject to change in response to funding
variables, emerging technologies, improved eperating procedures, productivity fuctors
and unforeseen events. Board Approved: 2/28/02

r



Title:
Reports to:
Job Objectives:

Minimum
Qualifications:

Responsibilities
and Essential
Functions:

PIQUA CITY SCHOOL DISTRICT
JOB DESCRIPTION

SENIOR CLASS PLAY ADVISOR File 416
Principal

Directs the senior class play. Keeps the principal informed about emerging issves.

* Valid Ohio teacher’s license or certificate appropriate for the assignment is

preferred.

* Meets all mandated health requirements {e.g., a negative tuberculosis test, etc.).

Documentation of a clear criminal record.

- Musical and/or theatrical production skills.
* Meets all prerequisite qualifications to be bonded.

The following duties are representative of performance expectations. A reasonable
accommodation may be made to enable a qualified individval with a disability to
perform essential functions.

Develops a budget and an outline of activities for the principal’s approval. Ensures-that
the program is self-sustaining except for financiel support authorized by the board or
administration. Requisitions essential supplies and equipment.

- Confers with the principal to review performance selections. Ensures compliance with all

production licensing agreements.

Upholds board policies and follows administrative procedures.

Promotes a favorable image of the school district.

Communicates program objectives to encourage student participation. Organizes open
auditions. Informs participants about personal responsibilities. Assigns and supervises
work crews.

- Organizes and carries out o practice schedule. Coordinates activities with the school

calendar.

Promotes the proper use and care of school property.

Keeps production records. Supervises tickets sales. Maintains income and expense
records. Ensures that all financial activities are processed through the proper student
activity account.

Provides for safe working conditions. Oversees the proper care and storage of
production equipment. Makes minor repairs. Ensures that equipment is safe to use and
available when needed.

Communicates high expectations and shows an active interest in student progress.
Maintains high standards and upholds the student conduct code.

* Respects personal privacy. Maintains the confidentiality of privileged information.

Promotes a favorable image and recognition of program participants.

- Arranges student transportation for sancrioned activities.
- Obtains permission to be away when duties conflict with other assigned duties.
- Takes precautions to ensure staff /student safety. Does not leave students unsupervised.

W atches for student behavior that may indicate a problem (e.g., profanity, feasing,
bullying, distress, etc.). Intervenes and/or reports concerns to an administrator.
Reports evidence of suspecied child abuse us required by law.

- Monifors innovations, evaliates activities, ond recommends changeas to ephance future

progroms.

Builds community portnerships that enhance district programs and services.
Participates in national, state, and/or regional activities that advance district goals.
Participates in staff meetings and professional growth opportunities as directed.

- Accepts personal responsibility for decisions and conduct.

Strives to develop rapport and serve as a positive role model for others.
FPerforms other specific job-related duties as directed.
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Abilities
Required:

Supervisory

Responsibility:

Working
Conditions:

Performance
Evaluation:
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The foliowing characteristics and physical skills are essential for the successful

performance of assigned duties.

* Articulates a clear vision and provides leadership to advance the change process.

Promotes a positive work environment and engenders staff enthusiasm.

- Skillfully manages individual, group, and crganizational interactions.
- Averts problem situations and intervenes to resolve conflicts.

interprets information accurately and initiates effective responses.

Effectively uses verbal, nonverbal, writing, and listening skills.

- Organizes tasks and manages time effectively.
- Completes paperwork accurately. Verifies and correctly enters data.
* Maintains an acceptable attendance record and is punciual.
- Travels to meetings and work assignments.

Under the direction of the principal: plans work assignments, provides instructions,
and monifors assigned staff and volunteers. Promotes teamwork and helps staff as

needed to successfully accomplish delegated duties.

Exposure to the following situations may range from remote to frequent based on

circumstances and factors that may not be predictable.

Duties may require bending, crouching, kneeling, reaching, and standing.
Duties may require lifting, carrying, and moving work-related supplies/equipment.

Duties may require operating and/or riding in a vehicle.

Duties may require performing repetitive tasks quickly and differentiating variances in

intonation, pitch, rhythm, and sound.

Duties may require prolonged use of a computer keyboard and menitor.
Duties may require wearing protective clothing and using safety equipment.

Duties may require working extended hours.

- Duties may require working under fime constraints to meet deadlines.
* Potential for exposure to adverse weather conditions and temperature exiremes.
- Potentia! for exposure to air-borme particulates, chemical irritants, combustible

materials, electrical hazards, equipment vibrations, noises, and odors.

- Potential for exposure to blood-borne pathogens and communicable diseases.
- Potential for interaction with disruptive and/or unruly individuals.

Job performance Is evaluated according to the policy provisions adopted by the

Piqua City School District Board of Education.

The Piqua City School District Board of Education is an equal opportunity employer
offering employment without regard o race, color, religion, gender, national origin,
age, or disability. This job description summary does not imply that these are the only
duties to be performed. This job description is subject to change in response to funding
variables, emerging technologies, improved operating procedures, productivity factors,

and unforeseen events.

Board Approved: 2/28/02



Title:
Reporis to:

Job Objeciives:

Minimum
Qualifications:

Responsibilifies
and Essential
Functions:

PIQUA CITY SCHOOL DISTRICT
JOB DESCRIPTION
CLUB OR STUDENT ACTIVITY ADVISOR File 417
Principal

Organizes, implements, and evaluates the assigned student activity. Promotes academic
enrichment as a vital aspect of the district’s educational mission. Keeps the principal
informed about emerging issues.

- Valid Ohio teacher’s license or certificate appropriate for the assignment is

preferred.
Meets all mandated health requiremenis (e.g., o negative tuberculosis test, ete.).

- Documentation of o clear eriminal record.

Meefs all prerequisite qualifications to be bonded.

The following duties are representative of performance expectations. A reasonable
accommodation may be made fo enable a qualified individual with a disability to
perform essential functions.

- Develops a budget and an outline of activities for the principal’s approval. Ensures that

the program is self-susicining except for financial support authorized by the board or
administration. Requisitions essential supplies and equipment.

Upholds board policies and follows administrative procedures.

Promotes a favorable image of the school district.

- Coordinates activities with the school calendar.

Promotes the proper use and care of school property.

- Communicates program objectives to encourage student involvement. Informs

parficipants about personal responsibilities.

Provides guidance to help students develop and promote program ideas. Ensures that
students maintain democratic practices. Encourages self-reliance and cooperative group
participation.

+ Promotes an interest in the cultural and historical aspects of the activity.
 Encourages participation in competitions related to the program activity.

- Encourages and facilitates student inveolvement in public service activities.

- Communicates high expectations and shows an active interest in student progress.
* Maintains high standards and upholds the student conduct code.

Respects personal privacy. Maintains the confidentiality of privileged information.

* Maintains oceurate records and submits reports on time.

Promotes a favorable image and recognition of program participants.

Checks to ensure that students have paid autherized fees. Supervises approved fund
raising projects. Ensures that all financial activities are processed through the proper
student activity account.

- Arranges student transportation for sanctioned activities.
+ Obtains permission to be oway when duties conflict with other assigned duties.
- Takes precautions to ensure staff /student safety. Does not leave students unsupervised.

Watches for student behavior that may indicate o problem (e.g., profonity, teasing,
bullying, distress, eic.). Intervenes and/or reports concerns to an administrafor.
Reports evidence of suspected child abuse as reqguired by law,

- Maonitors innovations, evaluates dactivities, and recommends changes 7o enhance fulure

programs.

- Builds community parmerships that enhance district programs and services.

- Participates in staff meetings and professional growsh opportunities as directed.
+ Accepts personal responsibility for decisions and conduct.

+ Strives to develop rapport and serve as a positive role model for others.

Performs other specific job-related duties as directed.



CLUB OR STUDENT ACTIVITY ADVISOR Page 2 of 2

Abilities
Required:

Supervisory

Responsibility:

Working
Conditions:

Performance
Evaluation:

The following characteristics and physical skills are essential for the successful
performance of assigned duties.

Demonstrates professionalism and contributes to a positive work environment.

- Organizes tasks and manages time effectively.

+ Skillfully manages individual, group, and organizational interactions.
- Effectively uses verbal, nonverbal, writing, and listening skills.

* Averts problem situations and intervenes to resolve conflicts.

Exhibits consistency, resourcefulness, and resilience.
Exercises self-control and perseverance when dealing with students.
Completes paperwork accurately. Verifies and correctly enters data.

* Maintains an acceptable attendance record and is punctual.
- Travels to meetings and work assignments.

Under the direction of the principal: plans work assignmenis, provides instructions,
and monitors assigned staff and volunteers. Promotes teamwork and helps staff as
needed to successfully accomplish delegated duties.

Exposure to the following situations may range from remote to frequent based on
circumstances and factors that may not be predictable.

* Duties may require bending, crouching, kneeling, reaching, and standing.

- Duties may require lifting, carrying, and moving work-related supplies/equipment.
- Dutfies may require operating and/or riding in a vehicle.

- Duties may require prolonged use of a computer keyboard and monitor.

: Duties may require working extended hours.

+ Duties may require working under time constraints to meet deadlines.

Potential for exposure to adverse weather conditions and temperature extremes.

- Potenfial for exposure to blood-borne pathogens and communicable diseases.

Potential for interaction with disruptive and /or unruly individuals.

Job performance is evaluated according to the policy provisions adopted by the
Piqua City School District Board of Education.

The Piqua City School District Board of Education is an equal opportunity employer
offering employment without regard to race, color, religion, gender, national origin,
age, or disability. This job description summary does not imply that these are the only
duties to be performed. This job description is subject to change in response to funding
variables, emerging technologies, improved operating procedures, productivity factors
and unforeseen events. Board Appraved: 2/28 /02

I



Title:
Reports ioc:

Job Objectives:

Minimum
Qualifications:

Responsibilities
and Essential
Functions:

PIQUA CITY SCHOOL DISTRICT
JOB DESCRIPTION

COLOR GUARD ADVISOR File 418

Marching Band Director

Works with color guard members to improve personal and teamwork skills. Promotes
precision and school pride. Provides guidance and encouragement to help students

profit from their participation. Keeps the band director informed about emerging
issues.

* Valid Ohio teacher’s license or certificate appropricte for the assigament is

preferred.

- Meets all mandated health requirements (e.g., a negative tuberculosis test, efc.).

Documentation of a clear criminal record.
Relevant color guard coaching experience.
Completion of all pupil activity supervisor validation requirements.

 Meets all prerequisite qualifications to be bonded.

The following duties are representative of performance expectations. A reasonable
accommodation may be made to enable a qualified individual with a disability to
perform essential functions,

Develops a budget and an outline of activities for the principal’s approval. Ensures that
the program is self-sustaining except for financial support authorized by the board or
administration. Requisitions essential supplies and equipment.

Upholds board policies and follows administrative procedures.

Promotes a favorable image of the school district.

* Works with the marching band director to evaluate program needs.

Provides technical expertise in the coaching of color guard members.

Promotes the proper use and care of school property.

Review procedures and schedules before the start of the season. Helps develop «
unified program with the marching band. Develops routines for half-time shows, schoal
events, and public service appedrances,

Attends oll mandatory progroms [e.g., first aid training, etc.}.

Encourages student involvement in program activities. Helps parents and students
understand program objectives. Explains student responsibilities (e.g., scholastic
eligibility, parental permission, physical exams, training/performance schedules,
recognition certificates, optional insurance coverage, waiver forms, etc.).
Organizes team fryouts. Maintains the integrity of the selection process.

- Organizes and carries out a practice schedule. Coardinates activities with the school

calendar. Gives the band director a copy of all student communications.

* Maintains accurate records and submits reports on time.

Respects personal privacy. Maintains the confidentiality of privileged information.

- Avoids public criticism of training /coaching methods used by other individuals.
+ Assumes responsibility for the development of off-seasen activities (e.g., summer

training, clinics, efc.).

- Assists with the optional student insurance program. Muaintains infermeation as direcred.
- Teaches precautions and proceduras to help studenis prevent injurizs. Ensures thoi

medical authorizaiton forms are on file and readily available. Prompily decumenis all
injuries that require medical attention,

Evaluates individual and team performance. Develops and refines color guard routines.
Communicates high expectations and shows an active interest in student progress.
Promotes academic success as an important priority for all students.

Maintains high standards and uphoelds the student conduct code.

Reports student discipline problems, vandalism, and other related concerns.

Verifies that parficipants have fulfilled aoll requirements for awards and recognition
certificates. Participates in student recognition programs.
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Abilities
Required:

Supervisory

Responsibility:

Wearking
Conditions:

Perfermance
Evaluation:

- Ensures that students keep locker rooms and practice areas orderly.

Helps arrange transportation and lodging for sanctioned activities.

+ Obtains permission to be away when duties conflict with other assigned duties.
- Takes precautions to ensure staff /student safety. Does not leave students unsupervised.

Watches for student behavior that may indicate a problem (e.g., profanity, teasing,
bullying, distress, etc.). Intervenes and/or reports concerns to an administrater.
Reports evidence of suspected child abuse as required by law.

* Monitors innovations, evaluates activities, and recommends changes to enhance future

programs.

- Works closely with the music boosters association.

Builds community partnerships that enhance district programs and services.
Participates in national, state, and /or regional activities that advance district goals.
Participates in staff meetings and professional growih opportunities as directed.

- Accepts personal responsibility for decisions and conduct.
- Strives to develop rappori and serve as a positive role model for others.

Performs other specific job-related duties as directed.

The following characteristics and physical skills are essential for the successful
performance of assigned duties.

Demonstrates professionalism and contributes to a positive work environment.

- Organizes tasks and manages time effectively.
- Skillfully manages individual, group, and organizational interactions.

Effectively uses verbal, nonverbal, writing, and listening skills.

- Averts problem situations and intervenes to resolve conflicts.

Exhibits consistency, resourcefulness, and resilience.
Exercises self-control and perseverance when dealing with students.

- Completes paperwork accurately. Verifies and correctly enters data.
* Maintains an acceptable attendance record ond is punciual.
+ Travels to meetings and work assignments.

Under the direction of the marching band director: plans work assignments,
provides instructions, and monitors assigned staff and volunteers. Promotes teamwork
and helps staff as needed to successfully accomplish delegated duties.

Exposure to the following sitvations may range from remote to frequent based on
circumstances and factors that may net be predictable.

Duties may require bending, crouching, kneeling, reaching, and standing.
Duties may require lifting, carrying, and moving work-related supplies/equipment.

- Duties may require operating and/or riding in a vehicle.

Duties may require working extended hours.

- Duties may require working under time constraints to meet deadlines.

Potential for exposure to adverse weather conditions and temperature extremes.
Potential for exposure fo blood-borne pathogens and communicable diseases.
Potential for interaction with disruptive and/or unruly individuals.

Job performance is evalvated uccording to the policy provisions adopied by the
Piqua City School District Board of Fducation.

The Piqua City School District Board of Education is an equal opportunity employer
offering employment without regard to race, color, religion, gender, national origin,
age, or disability. This job description summary does not imply that these are the only
duties to be performed. This job descripfion is subject to change in response to funding
variables, emerging technologies, improved operating procedures, productivity factors,
and unforeseen events. Board Approved: 2/28/02



PIQUA CITY SCHOOL DISTRICT
JOB DESCRIPTION

Tifle: DISTRICT TECHNOLOGY DIRECTOR File 419
Reports to: Superintendent
Job Objectives: Administers the district’s technology programs. Coordinates technology-training

activities that enhance staff job performance. Encouvrages innovative use of technelogy
resources. Keeps the superintendent informed about emerging issuves.

Minimum - Valid Chio administrative license or certificate appropriate for the assignment.
Qualifications: - Meets all mandated health requirements (e.g., a negative fuberculosis test, eic.).
Documentation of a clear eriminal recerd.
Strong organizational, planning, and project management skills.
- Teaching experience und the ability fo address the needs of odult learners.
Expertise in the selection ond use of technolegy equipment and software that support
diverse job responsibilities and user abilities.
- Commitment to keeping current with technological advances.

Responsibilities The following duties are representative of performance expectations. A reasonable
and Essential accommodation may be made to enable a qualified individual with a disability to
Functions: perform essential functions.

Directs the implementation of the district’s technology plan. Coerdinates staff training
activities that promote the most effeciive use of technology resources.

- Ildentifies opportunities to expand the use of technology to enhance district operations
{e.g., communications, learning, record keeping, planning, etc.).

Participates as an active member of the district’s management team.
Upholds board policies and follows administrative procedures.

- Muaintains visibility. Promotes a favorable image of the schoo! district. Builds community
parterships that enhance district programs and services.

- Helps develop and implement the disirict’s continuous improvement plan. Develops a
strategy fo accomplish persenal performance objectives within specified fime lines.
Provides staff leadership. Develops action plans. Helps resolve problems. Maintains
open and effective communications with staff and the community.

+ Administers the board-approved budget for assigned areas of responsibility.

Keeps current with the K-12 courses of study, the district’s scope and sequence
framework, and state standards/guidelines.

- Works with the district’s curriculum committee to improve student learning through the
effective integration of technology in all areas of the curriculum.

Promotes the continuity of the instructional program. Provides insights about the
progression of student skills af each developmental level.

Helps evaluate and select new technology equipment and supplies. Uses effective
communication strategies to infroduce and facilitate the use of new technology resources.
{e.g., E-mail, websites, instructional materials, displays, etc.).

- Expresses high expectations for staff performonce. Collaborates with supervisors to
improve teacher outcomes through the effective use of technology.

- Works with sioff o identify and use iechnology resources that compliment tecching
styles, build confidence, and enharce skiils.

- Teaches staff and studenis “peer-rainer” skills that support leaming activiiies.

- Qversees the provision of effective district-wide help desk services.

Encourages staff to develop and disseminate innovative program materials.
Promotes public awareness and an understanding of technology applications in the
school environment,

- Provides guidance, communicates high expectations, and shows an active interest in
student progress.

- Works with students to improve technology skills. Helps develop evaluation tools fo
measure student progress.
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Abilities
Required:

Supervisory

Responsibility:

Working
Conditions:

Performance
Evaluafion:

 Maintains high steandards and upholds the student conduct code.
- Oversees the timely submission of reporis, records, and inventories. Maintains district

records for the maximum period mandated by law and/or board policy.

- Assists with the collection, entry, and verification of educational management infermation

and student data {e.g., EMIS, etc.) as directed.

+ Works with district administrators to identify and implement technology applications that

improve employee productivity.
Promotes the effective use of available technology in records management and
instructional activities. Upholds computer technology acceptable use policies.

- Respects personal privacy. Maintains the confidentiality of privileged information.
- Takes precautions to ensure staff /student safety. Watches for student behavior that

may indicate a problem (e.g., profanity, teasing, bullying, distress, eic.). Intervenes and
works with staff to eliminate unaccepiable behavior.

Reports evidence of suspected child abuse as required by law.

Encourages parent organizations. Supports and participates in school and student
activities as time permits.

Supports appropriate research and pilot projects. ldentifies and recommends funding
opportunities. Helps prepare grant and foundation proposals.

- Participates in national, state, and/or regional activities that advance district goals.

Participates in professional growth opportunities.

- Accepts personal responsibility for decisions and conduct.
- Strives to develop rapport and serve as a paositive role modetl for others.

Performs other specific job-related duties as directed.

The following characteristics and physical skills are important for the successful
performance of assigned duties.

- Articulates a clear vision and provides leadership to advance the change process.

Promotes a positive work envireonment and engenders stoff enthusiasm.
Skillfuily manages individual, group, and organizafional interactions.

- Averts problem situations and intervenes to resolve conflicts.

- Interprets information accurately and initiates effective responses.
- Effectively uses verbal, nonverbal, writing, and listening skilis.

- Organizes tasks and manages time effectively.

Completes paperwork accurately. Verifies and correctly enters data.

- Muointains an acceptable affendance record and is punctual.
- Travels to meetings and work assignments.

Under the direction of the superintendent: directs, supervises, and evaluates staff
as authorized by board policy, administrative regulations, and centractual agreements.
Assumes responsibility for the results of duties delegated to staff.

Exposure fo the following situations may range from remote to frequent based on
circumstances and factors that may not be predictable.

Duties may require operating and /or riding in o vehicle.

- Duties may require prolonged use of o computer keyboard and monirar.

- Duties may require working extended hours.

- Duties may require working under time consiroinis o meel deadlines.

« Exposure to adverse weather condiiicns and seasena lemperaiure axiremes.

Potential for exposure to bloud-borine pathogens and communicable diseases.
Potential for interaction with disruptive and /or unruly individuals.

lob performance is evoluated according to the policy provisions adopted by the
Piqua City School District Beard of Education,

The Piqua City School District Board of Education is an equal opportunity employer
offering employment without regard to race, color, religion, gender, national origin,
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age, or disability. This job description summary does not imply that these are the only
duties to be performed. This job description is subject to change in response to funding
variables, emerging technolagies, improved eperaiing procedures, productivity factors,
and unforeseen events. Board Approved: 2,/28/02



Titie:
Repors to:
Job Objectives:

Minimum
Quadglifications:

Responsibilities
and Essential
Functions:

PIQUA CITY SCHOOL DISTRICT
JOB DESCRIPTION

JUNIOR HIGH DRAMA ADVISOR File 420
Principal

Produces creditable musical and/or theatrical productions. Keeps the principal
informed about emerging issues.

+ Valid Ohio teacher’s license or certificate appropriate for the assignment is

preferred.

Meets all mandafed health requirements {e.g., o negative tuberculosis test, etc.).
Documentation of a clear criminal record.

- Musical and/or theatrical production skills.
+ Meets all prerequisite qualifications to be bonded.

The following duties are representative of performance expectations. A reasonable
accommodation may be made to enable a qualified individual with a disability to
perform essential functions.

+ Develops o budget and an cutline of activifies for the principal’s approval. Ensures that

the program is self-sustaining except for financial support outhorized by the board or
administration. Requisitions essential supplies and equipment.

Promotes collaboration with other performing arts programs. Confers with the principal
to review performance selections. Ensures compliance with all production licensing
agreements.

Upholds board policies and follows administrative procedures.

Promaotes o favorable image of the schoo! district.

Communicates program obijectives fo encourage student participation. Qrganizes open
avuditions. Informs participants about personal responsibilities. Casts from all
appropriate grade levels. Assigns and supervises work crews.

+ Organizes and carries out a practice schedule. Coardinates acfivities with the school

calendar.
Promotes the proper use and care of school property.

- Keeps production records. Supervises tickets sales. Maintains income and expense

records. Ensures that all financial activities are processed through the proper student
activity account.

Provides for safe working conditions. Oversees the proper care and storage of
production equipment. Makes minor repairs. Ensures that equipment is safe to use and
available when needed.

Communicates high expectations ond shows an active interest in student progress.

* Maintains high standards and upholds the student conduct code.

Respects personal privacy. Maintains the confidentiality of privileged information.
Encourages student involvement in thespian organizations.

- Promotes o favorable image and recognition of program participants.

- Arranges student fransportation for sanctioned activities.

+ Obtains permission to be away when dulies conflict with other assigned duties.

- Takes precautions to ensure staff /student safety. Does nol leave students unsupervised.

Watches for student behavier that may indicate o problem {e.q., profanity, teosing,
bullying, distress, efc.). hvervenes and /or reports concerns o on administrator,
Reports evidence of suspected child abuse as required by law.

* Monitors innovations, evaluates activities, and recommends changes to enhance future

programs.

Builds community parinerships that enhance district programs and services.
Participates in national, state, and /or regional activities that advance district goals.
Participates in staff meetings and professional growth opportunities as directed.

- Accepts personal responsibility for decisions and conduct.
- Strives to develop rapport and serve as a posifive role modetl for others.
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-+ Performs other specific job-related duties as directed.

Abilities The foliowing characteristics and physical skilis are essential for the successful
Required: performance of assigned duties.

- Arficulates a clear vision and provides leadership to advance the change process.
Promotes a positive work environment and engenders staff enthusiasm.
Skilfully manages individual, group, and organizational interactions.

- Averts problem situations and intervenes to resolve conflicts.
Interprets information accurately and inifiates effective responses.

- Effectively uses verbal, nonverbal, writing, and listening skills.

- Organizes tasks and manages time effectively.

- Completes paperwork accurately. Verifies and correctly enters data.

- Maintains an acceptuble attendance record and is punciual.

- Travels to meefings and work assignments.

Supervisory Under the direction of the principal: plans work assignments, provides instructions,
Responsibility: and monitors assigned staff and volunteers. Promotes teamwork and helps staff as
needed to successfully accomplish delegaied duties.

Working Exposure to the following sitvations may range from remote fo frequent based on
Conditions: circumstances and factors that may not be predictable.

- Duties may require bending, crouching, kneeling, reaching, and standing.

. Duties may require lifting, carrying, and moving work-related supplies/equipment.
Duties may require operating and/or riding in a vehicle.

Duties may require performing repetitive tasks quickly and differentiating variances in
intonation, pitch, rhythm, and sound.

Duties may require prolonged use of a compuier keyboard and monitor.

Duties may require wearing protective clothing and using safety equipment.

- Duties may require working extended hours.

» Duties may require working under time consiraints to meet deadlines.

- Potential for exposure to adverse weather conditions and temperature extremes.
Potential for exposure to air-borne particulates, chemical irritants, combustible
materials, electrical hazards, equipment vibrations, noises, and odeors.

Potential for exposure to blood-borne pathogens and communicable diseases.
Potential for interaction with disruptive and/or unruly individuals.

Performance Job performance is evaluated according to the policy provisions adopted by the
Evaluaiion: Piqua City School District Board of Education.

The Piqua City School District Board of Education is an equal opportunity employer
offering employment without regard fo race, color, religion, gender, national origin,
age, or disability. This job description summary does not imply that these are the only
duties to be performed. This job description is subject to change in response to funding
variables, emerging technologies, improved operating procedures, productivity factors,
and unforeseen events. Board Approved: 2/28/02



PIQUA CITY SCHOOL DISTRICT
~ JOB DESCRIPTION

Title: GRADE-LEVEL CHAIRPERSON File 421

Reports to: Director of Curriculum and Instruction

Job Objectives: Provides grade-level leadership for the continvous improvement of the instructional
program. Keeps the direcior of curriculum and instruction informed about emerging
issues.

Minimum * Valid Ohio teacher’s license or certificate appropriate for the assignment.

Qualifications: + Master’s degree or higher with training in curriculum and instruction is desirable.

+ Meets all manduied health requirements (e.g., a negative tuberculosis test, ete.).
 Documentation of a clear crimingl record.

Responsibilities The following duties are representative of performance expectations. A reasonable
and Essential accommodation may be made to enable o gualified individual with o disability to
Functions: perform essential functions.

Provides grade-level leadership to facilitate curriculum improvements, staff
development activities, and proficiency test readiness.

Upholds board policies and follows administrative procedures.

Promotes a favorable image of the school district.

Develops performance goals and a strategy to accomplish approved objectives within
specified time lines.

* Maintains effective communications with staff to resolve problems and sustain progress
toward grade-leve! objectives. -

- Promotes the continuity of the instructional program. Provides insights about the
progression of student skills and the key contributions made by staff at each level.

* Analyzes proficiency and competency-based test results. Recommends instructional
modifications and interventions that enhance student learning and improve test
performance.

+ Assists with the review and revision of the district’s curriculum guides and courses of
study.

- Assists with grade-level course of study transitions.

+ Assists with the preparotion of foundation/grant proposals as directed.

Coordinates grade-level staff meetings. ldentifies concerns, shares successful practices,
and provides timely information about district activities.
Plans, implements, and evaluates grade-level staff development programs.

- Serves as a resource on curricula and other grade-level issves.

- Collaborates with other teachers. Shares knowledge and resources that enhance the
educational process.

- Supports appropriate research and pilot projects. Encourages staff to develop and
disseminate innovative instructional /program materials.

* Maintains accurate records and submits reports on time.

Respects personal privacy. Maintains the confidentiality of privileged information.
Promotes the effective use of available technolegy in records management and
instructional activities. Upholds computer technology acceptable use policies.

- Communicaies high expectations and shows an active interest in student progress.

- Maintains high standards and vpholds the student conduct code.

- Takes precautions fo ensure staff/student safety. Waiches for student behavior that
may indicate a problem (e.g., profanity, feasing, bullying, distress, ete.). Intervenes
and/or reports concerns fo an administrator.

Reports evidence of suspected child abuse as required by law.

Builds community partnerships that enhance district programs and services.
Represents grade-level staff at meetings outside the district as directed.
Participates in national, state, and /or regional activities that advance district goals.
Participates in staff meetings and professional growth opportunities as directed.
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Abilities
Required:

Supervisory
Responsibility:

Working
Conditions:

Performance
Evaluation:

+ Accepts personal responsibility for decisions and conduct.
- Strives to develop rapport and serve as a positive role model for others.

Performs other specific job-related duties as directed.

The following characteristics and physical skills are essential for the successful
performance of assigned duties,

- Articulates a clear vision and provides leadership to advance the change process.

Promotes a positive work environment and engenders staff enthusiasm.

+ Skillfully manages individual, group, and organizational interactions.
- Averts problem sifuations cnd intervenes to resolve conflicts.

Interprets information accurately and initiates effective responses.
Effectively uses verbal, nonverbal, writing, and listening skills.

- Organizes tasks and manages time effectively.

+ Completes paperwork accurately. Verifies and correctly enters data.
- Maintains an acceptable attendance record and is punctual.

* Travels to meetings and work assighments.

Under the direction of the director of curriculum and instruction: provides instructions to
assigned grade-level teachers. Promotes teamwork and helps staff, as needed to
successfully implement curriculum and instructional strategies.

Exposure to the following situations may range from remote to frequent based on
circumstances and factors thet may net be predictable.

Duties may require liffing, carrying, and moving work-related supplies/equipment.
Duties may require operafing and /or riding in o vehicle.

Duties may require prolonged use of o computer keyboard and menitor.

Duties may require working extended hours.

Duties may require working under fime constraints to meet deadlines.

Potential for exposure to adverse weather conditions and temperature extremes.
Potential for exposure to blood-borne pathogens and communicable diseases.
Potential for interaction with disruptive and/or unruly individuals.

Job performance is evalvated according to the policy provisions adopted by the
Piqua City School District Board of Education.

The Piqua City Schoo! District Board of Education is an equal opportunity employer
offering employment without regard to race, color, religion, gender, national origin,
age, or disability. This job description summary does not imply that these are the only
duties to be performed. This job description is subject to change in response to funding
variables, emerging technologies, improved operating procedures, productivity factors,
and unforeseen events, Board Approved: 2/28/02



Title:
Repotts to:

Job Objectives:

Minimum
Quualifications:

Responsibilities
and Essential
Functions:

PIQUA CITY SCHOOQL DISTRICT
JOB DESCRIPTION
HIGH SCHOOL CHOIR AND SHOW CHOIR DIRECTOR File 422
Principal
Administers the high school's vocal music program. Provides guidance and

encouragement to help students profit from their participation. Promotes close working
retationships with parents. Keeps the principa! informed about emerging issves.

" Valid Ohfo teacher’s license or certificate appropriate for the assignment is

preferred.

© Meets all mandated heclth requiremenis {e.g., a negative tuberculesis test, ete.).
+ Documentation of o dear crimingl record.

- Musical produciion and keyboarding skills.

- Meets all prerequisite qualifications to be bonded.

The following duties are representative of performance expectations. A reasonable
accommodation may be made to enable « qualified individual with a disability to
perform essential functions.

- Provides leadership for the vocal music program. Consults with the principal to

determine the number of performances to be scheduled during the school year.
Organizes and carries out a practice schedule. Coordinates performances with the
school calendar. Supervises all performances.

- Uphelds board policies and follows administrative procedures.
- Promotes a faverable image of the schoal district.
- Administers the board-approved budget. Requisitions essential supplies and equipment.

Prepares the assigned room. Promotes the proper use and care of school property.

- Encourages student involvement in program activities. Explains student responsibilities

(e.g., parental permission, training/performance schedules, recognition certificates,
optional insurance coverage, etc.).

* Maintains emergency medical authorization forms for extra-curricular choir activities.
+ Teaches scheduled classes. Documents teaching performance objectives. Creates

effective learning experiences. Ensures that lesson plans align with the district's adopted
courses of study.

- Submits required written lesson plans according to building procedures. Provides

prompt notification of absences. Ensures that teaching materials, class lists, and
classroom procedures are readily available for substitutes.

+ implements effective pupil management procedures. Maintains high standards and

upholds the student conduct code.

- Develops and maintains a positive learning environment. Stimulates student interest.

Helps parents and students understand academic and behavioral objectives.
Evaluates the needs of students based on dll available information. Plans student
interventions. Varies instructional techniques to address individual learning styles.
Communicates high expectations and shows an active interest in student progress.
Helps students develop critical-thinking, problem-solving, and creativity skills.

Assists students seeking addifional knowizdge and /or pursuing adveanced skills. Directs
parents to supplemental resources within the district s community,

Collaborates with other teachers. Shares knowledge and resources that enhonce the
educational process.

Incorporates the effective use of available technology in records management and
instructional activities. Upholds computer technology acceptable use policies.

* Helps students take full advantage of the learning environment {e.g., access and

proximity to activities, use of adaptive equipment, etc.).

* Maintains accurate records and submits reports on time.
* Respects personal privacy. Maintains the confidentiality of privileged information,
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Evaluates student achievement/performance and assigns grades. Prepares progress
reports. Consults with parents as needed (e.g., phone calls, notes, meetings, etc.).
Uses support personnel to address student concerns (e.g., excessive absences, at-risk
behavior, mental /physical health, family /peer relations, etc.).

Reports evidence of suspected child abuse as required by law.

- Mokes a referral for student assistance/intervention when a need is indicated. Meets
mandated deadlines for required paperwork. Works with team members to reach g
consensus on a plan for the identified student.

* Helps prepare and implement Section 504 and Individualized Education Pians (IEP) for
classroom students meeting eligibility requirements.

Supports an inclusive educational environment. Provides opportunities for students with
disabilities to participate in appropriate peer group activities.

- Takes precautions to ensure staff /student safety. Does not leave students unsupervised.
Woaitches for studeni behavior that may indicate a problem (e.g., profonity, teasing,
bullying, distress, etc.). Intervenes and/or reports concerns to an administrator.

- Supervises non-classroom activities when assigned.

- Participates in parent conferences, open houses, and other required school events.
Facilitates student involvement in solo and ensemble competitions.

- Arranges transportation and lodging for sanctioned activities.

Obtains permission to be away when duties conflict with other assigned duties.
Promotes a favorable image and recognition of program participants.

Supervises approved fund raising projects. Ensures that all financial activities are
processed through the proper student activity account.

- Monitors innovations, evaluates activities, and recommends changes to enhance future
programs.

- Works closely with the music boosters association.

- Represents the music department at meetings outside the district.

- Builds community partnerships that enhance district programs and services.
Participates in national, state, and/or regional activities that advance district goals.

- Participates in staff meetings and professional growth opportunities as directed.

- Accepts personal responsibility for decisions and conduct.

- Strives to develop rapport and serve us o positive role model for others.

Performs other specific job-related duties as directed.

Abilities The following characteristics and physical skills are essential for the successful
Required: performance of assigned duties.

- Articulates a clear vision and provides leadership to advance the change process.
Promotes o positive work environment and engenders staff enthusiasm.

+ Skilifully manages individual, group, and organizational interactions.

- Averts problem situations and intervenes to resolve conflicts.
Interprets information accurately and initiates effective responses.
Effectively uses verbal, nonverbal, writing, and listening skills.

- Organizes tasks and manages time effectively.

- Completes paperwork accurately. Verifies and correctly enters data.

* Maintains an acceptable attendance record and is punctual.

- Travels to meetings and work assignments.

Supervisory Under the direction of the principal: plans work assignments, provides instructions,
Responsibility: and monifors assigned staff and volunteers. Promotes teamwork and helps staff as
needed fo successfully accomplish delegated duties.

Werking Exposure to the following situations may range from remote to frequent based on
Conditions: circumstances and factors that may not be predictable.

Duties may require bending, crouching, kneeling, reaching, and standing.
Duties may require lifting, carrying, and moving work-related supplies/equipment.
- Duties may require operating and/or riding in o vehicle.
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Performeance
Evaluation:

- Duties may require performing repetitive tasks quickly and differentiating variances in

intonation, pitch, rhythm, and sound.

- Duties may require prolonged use of a computer keyboard and monitor.

* Duties may require wearing proteciive clothing and using safety equipment.

- Duties moy require working extended howrs.

* Duties may require working under time constraints to meet deadlines.

* Potential for exposure to adverse weather conditions and femperature extremes.
- Potential for exposure to air-borne particulates, chemical irritants, combustible

materials, elecirical hazards, equipment vibrations, noises, and odors.
Potential for exposure to blood-borne pathogens and communicable diseases.
Potential for interaction with disruptive and /or unruly individuals.

Job performance is evalvated according to the policy provisions adepted by the
Piqua City School Disirict Board of Education.

The Pigua City School District Board of Education is an equal opporfunity employer
offering employment without regard to race, color, religion, gender, national origin,
age, or disability. This job description summary does not imply that these are the only
duties to be performed. This job description is subject to change in response to funding
variables, emerging technologies, improved operating procedures, productivity factors
and unforeseen events. Board Approved: 2/28/02

r



Title:
Reports fo:

Job Objectives:

Minimum
Qualifications:

Responsibiliiies
and Essential
Functions:

PIQUA CITY SCHOOL DISTRICT
JOB DESCRIPTION

DEISTRICT LIBRARY/MEDIA COCRDINATOR File 423

Director of Curriculum and Instruction

Coordinates the district’s library /media program. Promotes an effective learning
environment. Plans and implements strategies to enhance staff and student use of
library/media resources. Keeps the director of curriculum and instruction informed
about emerging issues.

- Valid Ohio license or certificate appropriate for the assignment.
© Master’s degree or higher with trainiag in curriculum and instruction,
* Meets all mandated health requiremenis (e.g., o negative tuberculosis fest, ete.).

Documentation of a clear criminal record.

The following duties are representative of performance expectations. A reasonable
accommodation may be made to enable a qualified individval with a disability to
perform essential functions.

Directs the effective delivery and continuous improvement of library /media services.

*© Works with principals, program supervisors, and staff to evaluate the specific

library /media needs of each building.

Develops performance goals and a strategy to accomplish approved objectives within
specified fime lines.

- Maintains effective communications with staff fo resolve problems and sustain progress.

Helps develop and implement the district’s continuous improvement plan.

- Administers the board-approved budget. Approves the purchase of essential program

supplies and equipment,

Coordinates the selection of new library/media resources. Provides input regarding the
equitable apportionment of library /media resources throughout the district.

Upholds board policies and follows administrative procedures.

Promotes a favorable image of the school district.

Oversees the automation of the library /media management system. Ensures that each
library /media center maintains an orderly and functional circulation system.

Oversees the maintenance and repair of library /media resources. Approves the
disposal of cutdated or nonfunctional equipment and other fixed assets following
board-approved procedures,

- Keeps current with the K-12 courses of study, the district's scope and sequence

framework, and state standards/guidelines.

- Develops common goals with staff fo improve student learning through the effective use

of library /media resources.

- Oversees the provision of orientation programs that instruct staff and students in the use

of library /media resources.

Keeps informed about community resources. Plans cooperative programs.
Encourages staff to develop and disseminate innovative program materiais.
Communicates high expectations and shows an octive interest in sfudeni progress.

* Maintains high stundards and upholds the student conduct code. Helps assigned sterff

with studeni discipline issues.

Expresses high expeciations and moniters staff performance. Collaborates with
supervisors fo improve staff competencies. Supporis opportunities for staff to develop
new skills. Participates in stoff evaluations when requested.

Provides leadership in the planning and delivery of staff development programs.
Oversees the timely submission of reports, records, and inventories.

+ Supervises the collection, entry, and verification of educational management information

and student data (e.g., EMIS, etc.} as directed.
Promates the effective use of available technology in records management and
instructional activities. Upholds computer technolegy acceptable use policies.
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Abilities
Required:

Supervisory
Responsibility:

Working
Conditions:

Performance
Evaluation:

Respects personal privacy. Maintains the confidentiality of privileged information.

+ Takes precautions to ensure staff/student safety. Waiches for student behavior that

may indicate a problem (e.g., profanity, teasing, bullying, distress, etc.). Intervenes
and/or reports concerns to an administrator.

Repoarts evidence of suspected child abuse as required by law.

Maintains visibility. Encourages parent organizations. Supports and participates in
school and student activities as time permits.

Builds community partnerships that enhance district programs and services.

* Supports appropriate research and pilot projects. Identifies and recommends funding

opportunities. Helps prepare grant and feundation proposals.
Participates in national, state, and/or regional activities that advance district goals.
Participates in professional growth opporiunities.

- Accepis personal responsibilily for decisions and conduct.

Strives to develop rappoit and serve as o positive role model for others.
Performs other specific job-related duties os directed.

The following characteristics and physical skills are essential for the successful
performance of assigned duties.

+ Articulates a clear vision and provides leadership to advance the change process.
- Promotes a positive work environment and engenders staff enthusiasm.

- Skilifully manages individual, group, and organizational interactions.

- Averts problem situations and intervenes to resolve conflicts.

* Interprets information accurately and initites effective responses.

+ Effectively uses verbal, nonverbal, writing, and listening skitls.

 Orgoanizes tasks and manages time effectively.

- Completes paperwork accurately. Verifies and correctly enters data.

- Maintains an acceptable attendance record and is punctual.

+ Travels to meetings and work assignments.

Under the direction of the director of curriculum and instruction: plans work
assignments, provides instructions, and monitors assigned staff. Promotes teamwork and
helps staff as needed fo successfully accomplish delegated duties.

Exposure to the following situations may range from remote to frequent based on
circumstances and factors that may not be predictable.

- Duties may require bending, crouching, kneeling, reaching, and standing.
- Duties may require lifting, carrying, and moving work-related supplies/equipment.

Duties may require operating and /or riding in o vehicle.

Duties may require prolonged use of a computer keyboard and monitor.
Duties may require wearing protective clothing and using safety equipment.
Duties may require working extended hours.

- Duties may require working under time constrainis to meet deadlines.

* Potential for exposure to adverse weather conditions and temperature extremes.
- Potential for exposure to blood-borne pathogens and communicable diseases.

- Potential for interaction with disruptive and/or unruly individuals.

Job performance is evaluated according to the policy provisions cdopted by the
Piqua City School Districi Beard of Education.

The Piqua City School District Board of Education is an equal opportunity employer
offering employment without regard to race, color, religion, gender, national origin,
age, or disability. This job description summary does not imply that these are the only
duties to be performed. This job description is subject te change in response to funding
variables, emerging technologies, improved operating procedures, productivity factors,
and unforeseen events. Board Approved: 2/28,/02



Title:

Repeorts to:

Job Objectives:

Minimum
Qualifications:

Responsibilities
and Essential
Functions:

PIQUA CiTY SCHOOL DISTRICT
JOB DESCRIPTION

LITERARY OR PUBLICATION ADVISOR {SMOKE SIGNALS, File 424
TOMAHAWK BEAT, ETC.)

Principal

QOversees the production, promotion, sale, and distribution of a student literary

magazine or newspaper. Promotes academic enrichment as a vital aspect of the
district’s educational mission. Keeps the principal informed about emerging issues.

* Valid Chio teacher’s license or certificate appropriate for the assignment is

preferred.

© Meets all mandated health requirements {e.g., o negative tuberculosis test, etc.).
- Documentation of a clear criminal record.

Proficient in the use of desktop publishing software.
Proficient in spelling, proofreading, and the correct use of grammar.

- Meets all prerequisite qualifications to be bonded.

The following duties are representative of performance expectations. A reasonable
accommodation may be made to enable a qualified individual with a disability to
perform essential functions.

-+ Evaluates and selects a publisher. Works closely with the outside vendors {when

applicable) to ensure a quality product and to meet publication deadlines.

- Develops a budget and an outline of activities for the principal’s approval. Ensures that

the program is self-sustaining except for financial support authorized by the board or
administration. Requisitions essential supplies and equipment.
Collaborates with the Pigua Daily Call editor to meet deadline needs.

» Upholds board policies and follows administrative procedures.

Promotes a favorable image of the schoal district.

- Coordinates activities with the school calendar.

Promotes the proper use and care of school property.

Encourages student involvement in program activities. Develops an equitable process to
assign job responsibilities. Guides students in the development of their assignments.
Informs the principai about the selection of o student editor. Helps the editor with
organizaiional functions (e.g., staff supervision, sales, financial management, record
keeping, etc.).

- Encourages all students to submit creative writing and artwork for publication.
- Assists with the selection of materials for publication. Ensures that the content is accurate

and appropriate. Provides the principal an opportunity to review proof materials
before publication.

+ Helps students develop o distinctive format for the publication. Provides guidance with

layout, picture /artwork selection, writing styles, etc. Helps students with proofreading
and editing functions.

+ Supervises the sale of advertising. Ensures that contractual obligations are fulfilled.
+ Supervises approved fund raising projects. Ensures thai all financial activities are

processed through the proper student activity account.

- Oversees security and distribution precedures.
- Communicates high expeciations and shows an active interest in student progress.
* Maintains high standards and upholds the student conduct code.

Respects personal privacy. Maintains the confidentiality of privileged information.

* Helps studenis manage progrom communications.
* Maintains accurate records and submits reports on time,

Promotes o favorable image and recognition of program participants.

+ Arranges student transportation for sanctioned activities.
+ Obtains permission to be away when duties confiict with other assigned duties.
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+ Takes precavtions to ensure staff/student safety. Does not leave students unsupervised.
Watches for student behavior that may indicate o problem (e.g., profanity, teasing,
bullying, distress, etc.). Intervenes and/or reports concerns to an administrator.

* Reports evidence of suspected child abuse as required by law.

- Monitors innovations, evaluates activities, and recommends changes to enhance future
programs.

* Builds community partnerships that enhance district programs and services.

- Parficipates in national, state, and/or regional activities that advance district goals.

+ Porticipates in staff meetings and professional growth opportunities as directed.

- Accepts personal responsibility for decisions and conduct.

- Strives to develop rapport and serve as a positive role model for others.

+ Performs other specific job-related duties as direcred.

Abilities The following characteristics and physical skills are essenfial for the successful
Required: performance of assigned duties.

- Demonstrates professionalism and contributes to a positive work environment.
-+ Organizes tasks and manages time effectively.
- Skillfully manages individval, group, and organizational interactions.
- Effectively uses verbal, nenverbal, writing, and listening skills.
- Averts problem situations and intervenes to resolve conflicts.
- Exhibits consistency, resourcefulness, and resilience.
Exercises self-control and perseverance when decling with students.
- Completes paperwork accurately, Verifies and correctly enters data.
- Maintains an acceptable attendance record and is punctual.
- Travels to meetings and work assignments.

Supervisory Under the direction of the principal: plans work assignments, provides instructions,
Responsibility: and moniters assigned staff and volunteers. Promotes teamwork and heips staff as
needed to successfully accomplish delegated duties.

Working Exposure to the following situations may range from remote to frequent based on
Conditions: circumstances and factors that may not be predictable.

- Duties may require bending, crouching, kneeiing, reaching, and standing.
- Duties may require lifting, carrying, and moving work-related supplies/equipment.
- Duties may require operating and/or riding in a vehicle.
- Duties may require prolonged use of a computer keyboard and monitor.
Duties may require working extended hours.
Duties may require working under time constraints to meet deadlines.
Potential for exposure to adverse weather conditions and temperature extremes.
Potential for exposure to bloed-berne pathogens and communicable diseases.
Potential for interaction with disruptive and/or unruly individuals.

Performance Job performance is evaluated according to the policy provisions adopted by the
Evaluation: Pigua City School District Board of Education.

The Piqua City School District Board of Education is un equal opporiunity employer
offering employment without regard 1o race, color, religicn, gender, notional origin,
age, or disubility. This iob desecription summiary does net imply thai these are the only
duties fo be performed. This job description is subject to change in response 1o funding
variables, emerging technolegies, improved operating procedures, productivity factors,
and unforeseen events. Board Approved: 2/28/02



Title:
Reporis fo:

Job Objectives:

Minimum
Qualifications:

Responsibilities
and Essential
Functions:

PIQUA CITY SCHOOL DISTRICT
JOB DESCRIPTION

MARCHING BAND DIRECTOR File 425
Principal
Administers the district’s marching and pep band programs. Provides guidance and

encouragement to help students profit from their participation. Promotes close working
relationships with parents. Keeps the principal informed about emerging issues.

+ Valid Ohie teacher’s license or certificate uppropriate for the assignment is

preferred.

© Meets all mandated health requirements (e.g., o negative tuberculosis test, etc.).

Documentation of a clear criminal record.
Completion of all pupil activity supervisor validation requirements.
Meets all prerequisite qualifications to be honded.

The following duties are representative of performance expectations. A reasonable
accommodation may be made fo enable ¢ qualified individual with a disability to
perform essential functions.

Provides leadership for the district’s marching and pep band programs. Organizes and
carries out a practice schedule. Coordinates band activities with the school calendar.
Supervises all performances.

Develops routines for half-fime shows, school events, and public service appearances.
Coordinates activities with the color guard and other special groups. Coordinates pep
band activities during the basketball season.

Assumes responsibility for the development of off-season activities (e.g., summer
fraining, clinics, etc.).

Upholds board policies and foliows administrative procedures.

Promotes o favorable image of the school district.

+ Administers the beard-approved budget. Mainfains an equipment inventory. Oversees

the cleaning and repair of instruments. Maokes minor repairs. Ensures that equipment is
sofe to use and available when needed.

Promotes the proper use and care of school property. Keeps track of schocl equipment
assigned fo students.

Encourages student involvement in program activities. Explains student responsibilities
(e.g., parental permission, training/performance schedules, recognition certificates,
optional insurance coverage, etc.).

- implements effective pupil management procedures. Maintains high standards and

upholds the student conduct code.

Develops and maintains a positive learning environment, Stimulates student interest.
Helps parents and students understand academic and behavioral objectives.
Communicates high expectations and shows an active interest in student progress.
Helps students develop critical-thinking, problem-solving, and creativity skills.

Assists students seeking additional knowledge and/or pursuing advanced skills. Directs
parents to supplemental resources within the district and community.

* Maintains accurate records and submifs reports on fine.

Respects personal privacy. Maintains the confidentiality of privileged information.
Consults with parents as needed {e.g., telephone calls, messuges, meatings, atc.

Uses support personnel to address student concerns (e.g., excessive absences, ai-risk
behavior, mental/physical health, family /peer relations, etc.).

Reports evidence of suspected child abuse as required by law.

Supports an inclusive educational environment. Provides opportunities for students with

disabilities to participate in appropriate peer group activities.

+ Takes precautions to ensure staff/student safety. Does not leave students unsupervised.

Watches for student behavior that may indicate a problem (e.g., profanity, teasing,
bullying, distress, etc.). Intervenes and/or reports concerns to an administrator.
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Participates in parent conferences, open houses, and other required school events.

- Fadilitates student involvement in solo and ensemble competitions.

- Arranges transportation and ledging for sanctioned activities.

Obtains permission to be away when duties conflict with other assigned duties.

- Promotes a favorable image and recognition of program participants.

- Supervises approved fund raising projects. Ensures that all financial activities are
processed through the proper student activity account.

. Meonitors innovatfions, evaiuates activities, and recommends changes to enhance future
programs,

+ Works closely with the music boosters association. Participates in association functions.
Builds community partnerships that enhance district programs and services.
Participates in national, state, and /or regional activities that advance district goals.
Participates in stoff meetings and professional growth cpporiunities as directed.

- Accepts persenal responsibility for decisions and conduct.

- Strives to develop rapport and serve as o positive role model for others.

Performs other specific job-related duties as directed.

Abiliiies The following characteristics and physical skills are essential for the successful
Required: performance of assigned duties.

. Articulates a ciear vision and provides leadership to advance the change process.
Promotes a positive work environment and engenders staff enthusiasm.

- Skillfully manages individual, group, and organizational interactions.

- Averts problem situations and intervenes to resolve conflicts.

- Interprets information accurately and initiotes effective responses.
Effectively uses verbal, nonverbal, writing, and listening skills.
Organizes tasks and manages time effectively.

- Completes paperwork accurately. Verifies and correctly enters data.

- Muaintains an acceptable attendance record and is punctual.

- Travels o meetings and work assignments.

Supervisory Under the direciion of the principak plans work assignments, provides instructions,
Responsibility: and monitors assigned staff and volunteers. Promotes teamwork and helps staff as
needed to successfully accomplish delegated duties.

Working Exposure to the following situations may range from remote to frequent based on
Conditiens: circumstances and factors that may not be predictable.

Duties may require bending, crouching, kneeling, reaching, and standing.

- Duties may require lifting, carrying, and moving work-related supplies/equipment.
Duties may require operating and/or riding in a vehicle.
Duties may require performing repetitive tasks quickly and differentiating variances in
intonation, piich, rhythm, and sound.
Duties may require prolonged use of a computer keyboard and monitor.
Duties may require wearing protective clothing and using safety equipment.
Duties may require working extended hours.
Duties may require working under time constraints to meet deadlines.
Potential for exposure to adverse weather conditions and temperature extremes.
Potential for exposure to air-horne pariiculates, chemical irritanis, combusiible
materials, electrical hazards, eguipmeni vibrations, noises, ond odors.
Potential for exposure to blood-borme puihogens and communicable diseases.
Potential for interaction with disruptive and/or unruly individuals.

Performance Job performance is evaluated according to the policy provisions adopted by the
Evaluation: Piqua City School District Board of Education.

The Piqua City School District Board of Education is an equal opportunity employer
offering employment without regard to race, color, religion, gender, national origin,
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age, or disabiliry. This job description summary does not imply that these are the only
duties to be performed. This job description is subject to change in response to funding
variables, emerging technologies, improved operating procedures, productivity factors,
and unforeseen events. Board Approved: 2/28/02




Title:
Reporis to:

Jobk Objectives:

Minimum
Qualifications:

Responsibilities
and Essential
Functions:

PIQGUA CITY SCHOOL DISTRICT
= JOB DESCRIPTION
ASSISTANT MARCHING BAND DIRECTOR File 426

Marching Band Director

Helps manage the marching band program. Provides guidance and encouragement to
help students profit from their participation. Promotes close working relationships with
parents. Keeps the marching band director informed about emerging issues.

Yalid Ohio teacher’s license or certificate appropriate for the assignment is
preferred.

- Meets all mandated health requirements (e.g., o negative tuberculosis Test, etc.).
+ Documentation of a clear criminal record.

+ Completion of all pupil activity supervisor validation requirements.

- Meets all prerequisite qualifications to be bonded.

The following duties are representative of performance expectations. A reasonable
accommodation may be made to enable a qualified individeal with o disability to
perform essential functions.

- Carries out the practice schedule as assigned. Helps supervise all performances.

Helps develop routines for half-time shows, school events, and public service
appearances. Helps coordinates activities with the color guard and other special
groups. Helps coordinates pep band activities during the baskethall season.
Helps develop off-season activities {e.g., summer training, clinics, etc.).

+ Upholds board policies and follows administrative procedures.

Promotes a favorable image of the school district.
Helps maintain an equipment inventory. Assists with the cleaning and repair of

instruments. Makes minor repairs. Ensures that equipment is safe to use and available
when needed.

* Promotes the proper use and care of school property. Keeps track of school equipment

assigned fo students.

- Encourages student involvement in program activities. Explains student responsibilities

(e.g., parental permission, training/performance schedules, recognition certificates,
optional insurance coverage, etc.).

- Implements effective pupil management procedures. Maintains high standards and

upholds the student conduct code.
Develops and maintains a positive learning environment. Stimulates student interest.
Helps parents and students understand academic and behavioral objectives.

+ Communicates high expectations and shows an active interest in student progress.

Helps students develop critical-thinking, problem-solving, and creativity skills.
Assists students seeking additional knowledge and/or pursuing advanced skills. Directs
parents 1o supplemental resources within the district and community.

- Maintains accurate records and submits reports on time.

- Respects personal privacy. Maintains the confidentiality of privileged information.

- Consults with parents as needed (e.q., felephone calls, messages, meetings, efc.).

- Uses support personnel to address student concerns [e.g., excessive absences, at-risk

behavior, mental/physical haalth, family /paer relations, ete).
Reports evidence of suspected child abuse as reguired by fow.

- Supports an inclusive educational environmens. Provides opportunities for students with

disabilifies to parficipate in appropriate peer group activities.

Tokes precautions to ensure staff /student safety. Does not leave students unsupervised.
Woatches for student behavior that may indicate o problem (e.g., profanity, teasing,
bullying, distress, etc.). Intervenes and/or reports concerns to an administrator.

+ Participates in parent conferences, open houses, and other required school events.
- Facilitates student involvement in solo and ensemble competitions.
- Arranges transportation and lodging for sanctioned activities as directed.
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Obtains permission to be away when duties conflict with other assigned duties.
Promotes a favorable image and recognition of program participants.
Supervises approved fund raising projects as directed. Ensures that all financial
activities are processed through the proper student activity account.
- Monitors innavations, evaluates, and recommends changes to enhance future programs.
© Works with the music boosters association as directed.
Helps build community parinerships that enhance district programs and services.
Participates in national, state, and/or regional activities that advance district goals.
Participates in staff meetings and professional growth opportunities as directed.
- Accepts personal responsibility for decisions and conduct.
- Strives fo develop rapport and serve as a positive role model for others.
Performs other specific job-related duties as directed.

Abilities The following characteristics and physical skills are essential for the successful
Required: performance of assigned duties.

Demonstrates professionalism and contributes to a positive work environment.
Organizes tasks and manages time effectively.

- Skillfully manages individual, group, and organizational interactions.
Effectively uses verbal, nonverbal, writing, and listening skitls.

- Averts problem situations and intervenes to resolve conflicts.
Exhibits consistency, resourcefulness, and resilience.
Exercises self-control and perseverance when dealing with students.
Completes paperwork accurately. Verifies and correctly enters data.

* Maintains an acceptable attendance record and is punctual.

- Travels fo meetings and work assignments.

Supervisory Under the direction of the marching band director: plans work assignments, provides
Responsibility: instructions, and monitors assigned staff and volunieers. Promotes teamwork and helps
staff as needed to successfully cccomplish delegated duties.

Working Exposure to the following situations may range from remote to frequent hased on
Conditions: circumstances and factors that may not be predictable.

Duties may require bending, crouching, kneeling, reaching, and standing.
Duties may require lifting, carrying, and moving work-related supplies/equipment.
Duties may require operating and/or riding in o vehicle.
Duties may require performing repetitive tasks quickly and differentiating variances in
intonation, pitch, rhythm, and sound.
Duties may require prolonged use of a computer keyboard and menitor.
Duties may require wearing protective clothing and vsing safety equipment.
Duties may require working extended hours.
Duties may require working under time constraints to meet deadlines.

- Potential for exposure to adverse weather conditions and temperature extremes.

- Potential for exposure to air-borne particulates, chemical irritants, combustible
materials, electrical hazards, equipment vibrations, noises, and odors.
Potential for exposure to blood-horne pathogens and communicable diseases.
Potential for interaction with disruptive and /or wnruly individuals.

Performance Job performance is evaluated according to the policy provisions adopied by the
Evaluation: Piqua City School District Board of Education.

The Piqua City School District Board of Education is an equal opportunity employer
offering employment without regard fo race, colar, religion, gender, national origin,
age, or disability. This job description summary does not imply that these are the only
duties to be performed. This job description is subject to change in response to funding
variables, emerging technologies, improved operating procedures, productivity factors,
and unforeseen events. Board Approved: 2/28/02



Title:
Reporis to:
Job Objectives:

Minimum
Qualifications:

Responsibilities
and Essentiai
Functions:

Abilities

Required:

PIQUA CITY SCHOOL DISTRICT
JOB DESCRIPTION

MENTOR TEACHER File 427
Principal

Helps enfry-year teacher gain knowledge and improve skills. Keeps the principal
informed about emerging issues.

* Valid Ohio teacher's license or certificate appropriate for the assignment.
: Meets all mandated health requirements {e.g., o negative tuberculosis test, etc.).

Documentation of a clear criminai record.

Comgpletion of Pathwise® 1 Trairing.

Demonstrates o clear understanding of current educational issves, best practices, and
direct teaching techniques.

The following duties are representative of performance expectations. A reasonable
accommodation may be made to enable a qudlified individual with o disability to
perform essential functions.

Keeps current with state licensing regulations and endorsements. Maintains o thorough
knowledge of the district's pregrams and centinuous improvement plans.

Upholds board policies and follows administrative procedures.

Promotes o favorable image of the school district.

Receives instructions and partner assignment from the building administrafor.
Coordinates assigned mentoring activities. Meets with the new teacher to review
program objectives. Provides guidance and helps resolve problems.

Demonstrates teaching techniques/best practices. Shows an active interest in the new
teachers progress. Provides advice to help participants achieve proficiency with pupil
management procedures, organizational /record keeping duties, instruction, student
observation, etc.

Promotes the effective use of available technology in records management and
instructional activities. Upholds computer technology acceptable use policies.
Performs observations and schedules follow-up meetings as directed. Prepares a
critique of the new teacher’s performance. Recommends program extensions when
warranted.

- Atiends entry-year teacher mentoring program training sessions as directed.

Monitors innovations, evaluates activities, and recommends changes to enhance future
programs.

Maintains accurate records and submits reports on iime.

Respects personal privacy. Maintains the confidentiality of privileged information.

+ Takes precautions to ensure staff /student safety. Watches for student behavior that

may indicate a problem {e.g., profanity, teasing, bullying, distress, etc.). Intervenes
ond/or reports concerns to an administrator.

Reports evidence of suspected child abuse as required by law.

Builds community partnerships that enhance district programs and services.
Participates in national, state, and/or regional activities that advance district goals.
Participates in staff meetings ond professional growth opportunities as directed.

+ Accepts personal responsibility for decisions and conduch.

Strives to develop rapport and serve us a positive role model for others.
Performs other specific job-reloted duties as directed.

The foliowing characteristics and physical skills are essential for the successful
performance of assigned duties.

- Articulates a clear vision and provides leadership to advance the change process.

Promotes a positive work environment and engenders staff enthusiasm.

- Skillfully manages individual, group, and organizational interactions.



MENTOR TEACHER ' Page 2 of 2

+ Averts problem sifuations and intervenes to resolve conflicts.
interprets information accurately and initiates effective responses.
Effectively uses verbal, nonverbal, writing, and listening skills.
Organizes tasks and monages time effectively.

: Completes paperwork accurately. Verifies and correctly enters data.

* Maintains an acceptable attendance record and is punctual.

- Travels to meetings and work assignments.

Supervisory Under the direction of the principal: plans work assignments, provides instructions,
Responsibility: and monifors assigned staff. Promotes teamwork and helps staff as needed to
successfully accomplish delegated duties.

Working Exposure to the following situations may range from remote to frequent based on
Conditions: circumstances and factors that may not be predictable.

Duties may require lifting, carrying, and meving work-related supplies/equipment.
Duties may require operating and/or riding in & vehicle.

- Duties may require prolonged use of o computer keyboard and moniter.

- Dufies may require working extended hours.
Duties may require working under time constraints to meet deadlines.

- Potential for exposure to adverse weather conditions and temperature extremes.
Potential for exposure to blood-borne pathogens and communicable diseases.

- Potential for interaction with disruptive and/or unruly individuals.

Performance lob performance is evalvated according to the policy provisions adopted by the
Evaluaiion: Piqua City School District Board of Education.

The Piqua City School District Board of Education is an equal opportunity employer
offering employment without regard to race, color, religion, gender, national origin,
age, or disability. This job description summary does not imply that these are the only
duties to be performed. This job description is subject to change in response to funding
variables, emerging technologies, improved operating procedures, productivity factors,
and unforeseen events. Board Approved: 2/28/02



Title:

Reports to:

dob Objectives:

Minimum
Qualifications:

Responsibilities
and Essential
Functions:

PIQUA CITY SCHOOL DISTRICT
JOB DESCRIPTION

SENFOR AND JUNIOR HIGH SCHOOL File 428
NATIONAL HONOR SOCIETY ADVISOR

Principal

Organizes, implements, and evaluates National Honor Society activities. Promotes
academic achievement, community involvement, and leadership in schoel activities as
vital aspects of the district’s educational mission. Keeps the principal informed about
emerging issues.

* Valid Ohio teacher’s license or certificate oppropriate for the assignment.
* Meets all mandated health requirements (e.g., o negative tuberculosis test, etc.).

Documentation of a clear criminal record.

© Meets ol[_prerequisite qualifications to be bonded.

The following duties are representative of performance expectations. A reasonable
accommedation may be made to enable a qualified individual with a disability to
perform essential functions.

Develops a budget and an outline of activities for the principal’s approval. Ensures that
the program is self-sustaining except for financial support avtherized by the board or
administration. Requisitions essential supplies and equipment.

Upholds board policies and follows administrative procedures,

Promotes a favorable image of the school district.

Communicates program objectives fo encourage student involvement (e.g., scholastic
eligibility, selection criteria, program activities, etc.).

Organizes a staff committee empowered to carry out National Honor Society functions.
Oversees and maintains the integrify of the selection process. Ensures that nominated
students meet oll prerequisite qualifications.

Processes induction information {e.g., notifies the principal, updates permanent records,
sends paperwork to the National Honor Society headquarters, etc.).

- Coordinates the induction ceremony (e.g., date, time, location, speakers, etc.).
* Monitors academic records. Sends letters to students and their parents or guardians

regarding membership requirements, probation status, and termination.

- Supervises the election and installation of National Honor Society officers.

Provides guidance to help students develop and promete program ideas. Encourages
self-reliance and cooperative group participation. Ensures that students maintain
democratic practices. Coordinates activities with the school calendar.

Encourages and facilitates student involvement in public service activities.
Communicates high expectations and shows an active interest in student progress.

+ Maintains high standards and upholds the student conduct code.

Respects personal privacy. Maintains the confidentiality of privileged information.
Maintains acecurate records and submits reporis on time.

Promotes a favorable image and recognition of program participants.

Supervises approved fund raising projects. Ensures that all financial activities are
processed through the proper studeni activity accouni.

- Arranges student transportation for soncticned aciivities.

Obtains permission t¢ be away when duties conflict with ether assignad duties.

- Takes precavutions to ensure staff /siudent safety. Dees not leave siudents unsupervised.

Watches for student behavior that may indicate a problem (e.g., profanity, teasing,
bullying, distress, etc.). Intervenes and/ar reports concerns to an administrator.
Reports evidence of suspected child abuse as required by law.

Monitors innovations, evaluates activities, and recommends changes te enhance future
programs,

Builds community parinerships that enhance district programs and services.
Participates in national, state, and /or regional activities that advance district goals.
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Abilities
Required:

Supervisory
Responsibility:

Working
Conditions:

Performance
Evaluation:

Participates in staff meetings and professional growth opportunities as directed.

- Accepts personal responsibility for decisions and conduct.

Strives to develop rapport and serve as a positive role model for others.
Performs other specific job-related duties as directed.

The following characteristics and physical skills are essential for the successful
perfarmance of assigned duties.

- Demonstrates professionalism and contributes to a positive work environment.
- Organizes tasks and manages time effectively.
- Skiilfully manages individual, group, and organizational interactions.

Effectively uses verbal, nonverbal, writing, und listening skills.

- Averts problem situations and intervenes to resolve conflicts.

Exhibits consistency, resourcefulness, and resilience.
Exercises self-conirol and perseverance when dealing with students.

- Completes paperwork accurately. Verifies and correctly enters data.
* Maintains an acceptable attendance record and is punctual.

Travels to meetings and work assignments.
Under the direction of the principal: plans work assignments, provides instructions,
and meoniters assigned staff and volunteers. Promotes teamwork and helps staff as

needed to successfully accomplish delegated duties.

Exposure fo the following situations may range from remote to frequent based on
circumstances and factors that may not be predictable.

Duties may require lifting, carrying, and moving work-related supplies/equipment.

- Duties may require operating and/or riding in a vehicle.

Duties may require prolonged use of a computer keyboard and monitor.

- Duties may require working extended hours.

Duties may require working under time constraints to meet deadlines.

- Potential for expesure to adverse weather conditions and temperature extremes.

Potential for exposure to blood-borne pathegens and communicable diseases.
Potential for interaction with disruptive and /or unruly individuals.

lob performance is evaluated according to the policy provisions adopted by the
Piqua City School District Board of Education.

The Pigua City School District Board of Education is an equal opportunity employer
offering employment without regard to race, color, religion, gender, national origin,
age, or disability. This job description summary does not imply that these are the only
duties fo be performed. This job description is subject to change in response fo funding
variables, emerging technologies, improved operating procedures, productivity factors,
and unforeseen events, Bourd Approved: 2/28/02



PIGUA CITY SCHOOL DISTRICT
~ JOB DESCRIPTION

Title: NORTH CENTRAL CHAIRPERSON File 429
Repors to: High School Principal
Job Objectives: Coordinates district activities for the North Central accreditation review process. Ensures

that staff assignments are complieted within specified time lines.

Minimum - Appointment by the superintendent and high school principal.

Qualifications: * Valid Ohio teacher’s license or certificate appropriate for the assignment.
* Meets all mandated health requirements (e.g., a negative tuberculosis test, etc.).
- Documentation of o clear criminal record.

Responsibilities The following duties are representative of performance expectations. A reasonable
and Essential accommodation may be made to enable a qualified individual with a disability to
Functions: perform essential functions.

- Consults with the principal to review the policies, procedures, and resources required for
association membership and the endorsement being pursued.

- Helps staff and the community understand the accrediiation process.

- Coordinates accreditation activities. Keeps staff informed about accreditation issues.
Provides leadership to resolve problems. Keeps the principal informed about work
progress.

- Upholds board policies and follows administrative procedures.

Promotes o favorable image of the school district.

* Monitors data fo ensure that information accurately tracks students.

+ Oversees the timely submission of reports, records, and inventories. Maintains district
records for the maximum period mandated by law and/or board policy.
Keeps staff informed about the status of the accreditation process.
Reports evidence of suspected child abuse as required by law.
Respecfs personal privacy. Maintains the confidentiality of privileged information
Participates in short- and long-range planning activities to ensure that adequate
facilities and financial resources are provided to achieve educational goals.
Represents the district at meetings with the accreditation organization.
Participates in national, state, and/or regional activities that advance district goals.
Participates in staff meetings and professional growth opportunities as directed.

- Accepfts personal responsibility for decisions and conduct.
Strives fo develop rapport and serve as a positive role model for others.

* Performs other specific job-related duties as directed.

Abilities The following characteristics and physical skills are essential for the successful
Required: performance of assigned duties.

- Articulates a clear vision and provides leadership fo advance the change process.
Promotes a posittve work environment and engenders staff enthusiasm.
+ Skillfully manages individual, group, and organizational interactions.
- Averts problem situations and infervenes to resolve conflicts.
Interprets information aceurately and initiotes effectiva responses.
Effectively uses verbal, nonverbal, writing, and listening skills.
Organizes fasks and manages fime effectively.
Completes paperwork accurately. Verifies and correctly enters data.
* Mainfains an acceptable attendance record and is punctual.
- Travels to meetings and work assignments.

Supervisery Under the direction of the principal: plans work assignments, provides instructions,
Responsibility: and monitors assigned staff. Promotes teamwork and helps staff as needed to
successfully accomplish delegated duties.
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Working
Conditfions:

Performance
Evaluation:

Exposure to the following situations may range from remote to frequent based on
circumstances and factors that may not be predictable.

- Duties may require lifting, carrying, and moving work-related supplies/equipment.
* Duties may require operating and/or riding in a vehicle.

* Duties may require proloenged use of a computer keyboard and menitor.

- Duties may require working extended hours.

- Duties may require working under time constraints to meet deadlines.

- Pofential for exposure to adverse weather conditions and temperature extremes.

- Potential for exposure to blood-borne pathogens and communicable diseases.

- Potential for interaction with disruptive and/or unruly individuals.

Job performance is evaluated according to the policy provisions adopted by the
Piqua City School District Board of Education.

The Piqua City School District Board of Education is an equal opportunity employer
offering employment without regard to race, color, religion, gender, national origin,
age, or disability. This job description summary does not imply that these are the only
duties to be performed. This job description is subject to change in response to funding
variables, emerging fechnologies, improved operating procedures, productivity factors
and unforeseen events, Board Approved: 2/28/02
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PIQUA CITY SCHOOL DISTRICT
JOB DESCRIPTION

Title: NORTH CENTRAL SPECIAL AREA COORDINATOR File 430
Reporis fo: High Schoel Principal and North Central Chairperson
Job Objectives: Coordinates special area activities for the North Central accreditation review process.

Ensures that staff assignments are completed within specified time lines.

Minimum * Appoiniment by the superintendent and high school principal.

Qualifications: - Valid Ohio teacher’s license or certificate appropriate for the assignment.
* Meets all mandated heckh requiremenis (e.g., o negative tuberculosis fest, etc.).
+ Documentation of o clear criminal record.

Responsibilities The following duties are representative of performance expectations. A reasonable
and Essential accommodation may be made to enable ¢ qualified individual with a disability to
Functions: perform essential functions.

- Consults with the principal to review the policies, procedures, and resources required for
association membership and the endorsement being pursued.

Helps staff and the community understand the accreditation process.

+ Coordinates special area accreditation activities. Keeps stoff informed about
accreditation issues. Provides leadership to resolve problems. Keeps the principal
informed about work progress.

Upholds beard palicies and follows administrative procedures.
Promotes a favorable image of the school district.

* Monitors data to ensure that information accurately tracks students at each designated
benchmark.

Oversees the timely submission of reports, records, and inventories. Maintains district
records for the maximum period mandated by law and/or board policy.

Keeps staff informed about the siatus of the accreditation process.

Communicates high expectations and shows an active interest in student progress.
Reports evidence of suspected child abuse as required by law.

Respects personal privacy. Maintains the confidentiality of privileged information
Participates in short- and long-range planning activities to ensure that adequate
facilifies and financial resources are provided to achieve special area goals.

* Builds community parinerships that enhance district programs and services.

- Represents the district at meetings with the accreditation organization.

- Participates in national, state, and/or regional activities that advance district goals.

- Participates in staff meetings and professional growth opportunities as directed.

- Accepts personal responsibility for decisions and conduct.

- Strives to develop rapport and serve as a positive role medel for others.

+ Performs other specific job-related duties as directed.

Abilities The following characteristics and physical skills are essential for the successful
Required: performance of assigned duties.

- Arficulates o clear vision and provides leadership to advance the chaonge process,
Promotes o positive work enviromnent ond engenders staff enthusicam,.
Skillfully manages individual, grous, ond organizaticne! interaciions.

- Averts problem situations and intervenes to resolve conflics.

- Interprets information accurately and initiates effective responses.

- Effectively uses verbal, nonverbal, writing, and listening skills.

- Organizes tasks and manages time effectively.

- Completes paperwork accurotely. Verifies and correctly enters data.

- Maintains an acceptable attendance record and is punctual.

- Travels to meetings and work assignments.
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Supervisory
Responsibilify:

Working
Conditions:

Performance
Evaluation:

Under the direction of the principal and north central chairperson: plans work
assignments, provides instructions, and monitors assigned staff. Promotes teamwork and
helps staff as needed to successfully accomplish delegated duties.

Exposure to the following situations may range from remote to frequent based on
circumstances and factors that may not be predictable.

- Duties may require lifting, carrying, and moving work-related supplies/equipment.
- Duties may require operating and/or riding in a vehicle.

- Duties may require prolonged use of a computer keyboard and monitor.

- Duties may require working extended hours.

- Duties may require working under time consiraints to meet deadlines.

- Potential for exposure to adverse weather conditions and temperatyre exiremes,

- Potential for exposure to blood-borne pathogens and communicable diseases.

» Potential for interaction with disruptive and /or unruly individuals.

lob performance is evaluated according to the policy provisions adopted by the
Piqua City School District Board of Education.

The Piqua City School District Board of Education is an equal opportunity employer
offering employment without regard to race, color, religion, gender, national origin,
age, or disability. This job description summary does not imply that these are the only
duties fo be performed. This job description is subject to change in response to funding
variables, emerging technologies, improved operating procedures, productivity factors
and unforeseen events. Board Approved: 2/28/02
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Title:
Reporis to:
Job Objectives:

Minimum
Qualifications:

Responsibilities
and Essential
Functions:

Abilities
Required:

PIQUA CITY SCHOOL DISTRICT
JOB DESCRIPTION

SAFETY PATROL ADVISOR : File 431
Principal

Supervises and evalvates student participation in the safety pairol program.

* Valid Ohie teacher’s license or certificate is preferred.

High school diploma and a valid Ohio Department of Education Permit appropriate for
the assignment (for non-certificated staff).

© Meets all mandated health requiremenis (e.g., o negative tuberculosis test, efc.).

Documentation of a clear crimingl record.

The following duties are representative of performance expectations. A reasonable
accommadation may be made to enable a qualified individual with a disability to
perform essential functions.

Organizes the student safety patrol. Trains participants in safety rules and proper
crossing procedures. Monitors traffic and supervises student crossing-guards.

- Upholds board policies and follows administrative procedures.
- Promotes a faverable image of the school district.
* Maintains high standards and upholds the student conduct code. Keeps the principal

informed about persistent behavior problems.

- Offers help when students ask or their behavior suggests they need assistance. Avoids

being intrusive. Solves student concerns discreetly.

- Respects personal privacy. Maintains the confidentiality of privileged information.
- Takes precautions to ensure staff/student safety. Does not leave students unsupervised.

Watches for student behavior that may indicate a problem (e.g., profanity, teasing,
bullying, distress, etc.). Intervenes and/or reports concerns to an administrator.
Reports vehicies that fail to comply with traffic regulations.

- Monifors and initiates action fo protect students during adverse weather conditions.

Promotes the proper use and care of school property. Reports student discipline
problems, vandalism, and other related concerns.
Promotes a favorable image and recognition of program parficipants.

- Reports unsafe conditions to the principal and /or appropriate staff (e.g., equipment

malfunctions, hazardous tree limbs, damaged pavement, standing water, ice, etc.l.

- Promptly documents all injuries that require medical attention.

- Reports evidence of suspected child abuse as required by law.

- Participotes in staff meetings and professional growth opportunities as directed.
+ Accepts personal responsibility for decisions and conduct.

Strives to develop rappert and serve as a pesitive role model for others.
Performs other specific job-related duties as directed.

The following characteristics and physical skills are essential for the successful
performance of assigned duties.

- Demonstrates professionalism and contributes fo a positive work environment.
- Organizes tasks and manages time effectively.

« Skillfully manages individual, group, aond grganizationg! interactions.

- Effectively uses verbal, nonverbal, writing, and listening skills.

- Averts problem situations and intervenes to resolve conflicts.

Exhibits consistency, resourcefulness, and resilience.
Exercises self-control and perseverance when dealing with students.
Completes paperwork accurately. Verifies and correctly enters data.

- Maintains an acceptable attendance record and is punctual.
- Travels to meetings and work assignments.
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Working
Conditions:

Performance
Evaluation:

Exposure to the following sitvations may range from remote to frequent based on
circumstances and factors that may not be predictable.

Duties may require bending, crouching, kneeling, reaching, and standing.

Duties may require lifting, carrying, and moving work-related supplies/equipment.
Duties may require operating and/or riding in a vehicle.

Duties may require wearing proteciive clothing and using safety equipment.
Duties may require working extended hours.

Duties may require working under fime constraints to meet deadlines.

+ Potential for expaosure to adverse weather conditions and temperature extremes.
* Potential for exposure to air-borne particulates, noises, odors, and vehicular traffic.

Potential for exposure to blood-borne pathogens and communicable diseases.
Potential for interaction with disruptive and/or unruly individuals.

Job performance is evaluated according to the policy provisions adopted by the
Piqua City Schoo! District Board of Education.

The Pigua City School District Board of Education is an equal opportunity employer
offering employment without regard 1o race, color, religion, gender, national origin,
age, or disability. This job description summary does not imply that these are the only
duties to be performed. This job description is subject to change in response to funding
variables, emerging technologies, improved operating procedures, productivity factors,
and unforeseen events. Board Approved: 2/28/02



Title:
Reports to:
Job Objectives:

Minimum
Quualifications:

Responsibilifies
and Essential
Functions:

PIQUA CITY SCHOOL DISTRICT
~ JOB DESCRIPTION

SPRING MUSICAL DRAMA /STAGING PIRECTOR File 432
Principal

Stages and directs the spring musical productions. Keeps the principal informed about
emerging issves.

- Valid Ohio feacher’s license or certificate appropriate for the assignment is

preferred.

- Meets all mandated health requirements {e.g., a negafive fuberculosis test, etc.).

Documentation of a clear criming! record.

+ Musical and/or theatrical production skills.
: Meefs all prerequisite qualifications to be bonded.

The following duties are representative of performance expectations. A reasonable
accommodation may be made to enable a qualified individual with a disabitity to
perform essential functions.

- Develops a budget and an outline of activities for the principal’s approval. Ensures that

the program is self-sustaining except for financial support authorized by the board or
administration. Requisitions essential supplies and equipment.

Promotes collaboration with other performing arts programs. Confers with the principal
to review performance selections. Ensures complionce with all production licensing
agreements.

Upholds board policies and follows administrative procedures.

Promotes o favorable image of the schoo! district.

- Communicates program objectives to encourdage student participation. Organizes open

auditions. Informs participants about personal responsibilities. Casts from all
appropriate grade levels. Assigns and supervises work crews.

- Organizes and carries out a practice schedule. Coordinates activities with the schoel

calendar.

Promotes the proper use and care of school property.

Keeps production records. Supervises tickets sales. Maintains income and expense
records. Ensures that all financial activities are processed through the proper student
activity account.

- Provides for safe working conditions. Oversees the proper care and storage of

production equipment. Makes minor repairs. Ensures that equipment is safe to use and
available when needed.

- Communicates high expectations and shows an active inferest in student progress.
- Maintains high standards and upholds the student conduct code.

Respects personal privacy. Maintains the confidentiality of privileged infermation.
Promotes a faverable image and recognition of program participants.

- Obtains permission to be away when duties conflict with other assigned duties.
- Takes precautions to ensure staff/student safety. Does not leave students unsupervised.

Waiches for student behavior thai may indicate a problem (e.g., profanity, teasing,
bullying, distress, etc.). Intervenss und/or reports concerns o an administrator.
Reports evidence of suspecied child abuse us required by law.

- Monitors innovations, evaluates activities, and recommends changes te enhance future

programs.

- Builds community partnerships that enhance district programs and services.

Participates in national, state, and/or regional activities that advance district goals.
Participates in staff meetings and professional growth opportunities as directed.

- Accepts personal responsibility for decisions and conduct.
- Strives to develop rapport and serve as a positive role model for others.

Performs other specific job-related duties as directed.
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Abilities The following characteristics and physical skills are essential for the successful
Required: performance of assigned duties.

- Arficulates a clear vision and provides leadership to advance the change process.
* Promotes a positive work environment and engenders staff enthusiasm.

- Skillfully manages individual, group, and organizational interactions.

+ Averts problem situatiens and intervenes fo resolve conflicts.

- Interprets information accurately and initiates effective responses.

- Effectively uses verbal, nonverbal, writing, and listening skills.

- Organizes tasks and manages time effectively.

- Completes paperwork accurately. Verifies and correctly enters data.

* Maintains an acceptable attendance record and is punctual.

* Travels to meetings and work assignments.

Supervisory Under the direction of the principal: plans work assignments, provides instructions,
Responsibility: and monitors assigned staff and volunteers. Promotes teamwork and helps staff as
needed to successfully accomplish delegated duties.

Working Exposure to the following situations may range from remote to frequent based on
Conditions: circumstances and factors that may not be predictable.

: Duties may require bending, crouching, kneeling, reaching, and standing.

* Duties may require lifting, carrying, and moving work-related supplies/equipment.

- Duties may require operating and/ot riding in a vehicle.

- Duties may require performing repetitive tasks quickly and differentiating variances in
intonation, pitch, rhythm, and sound.

- Duties may require prolonged use of a computer keyboard and monitor.

- Duties may require wearing protective clothing and using safety equipment.

- Duties may require working extended hours.

- Duties may require working under time constraints o meet deadlines.

- Potential for exposure to adverse weather conditions and temperature extremes.

- Potential for exposure to air-borne particulates, chemical irritants, combustible
materials, elecirical hazards, equipment vibrations, noises, and odors.

- Potential for exposure to blood-bome pathogens and communicable diseases.

- Potential for interaction with disruptive and/or unruly individuals.

Performance Job performance is evaluated according to the policy provisions adopted by the
Evaluation: Piqua City School District Board of Education.

The Piqua City School District Board of Education is an equal opportunity employer
offering employment without regard to race, color, religion, gender, national origin,
age, or disability. This job description summary does not imply that these are the only
duties to be performed. This job descripfion is subject to change in response to funding
variables, emerging technologies, improved operating procedures, productivity factors,
and unforeseen events. Board Approved: 2/28/02



Title:
Reports to:

Job Objectives:

Minimum
Qualifications:

Responsibilities
and Essential
Functions:

Abilities
Required:

PIQUA CITY SCHOOL DISTRICT
JOB DESCRIPTION
SPRING MUSICAL ORCHESTRA DIRECTCR File 433
Drama or Music Director (as assigned)
Organizes, manages, and evaluates the spring musical pit orchestra. Provides guidance

and encouragement to help students profit from their participation. Promotes close
working relationships with parents. Keeps the direcior informed about emerging issues.

- Valid Chio teacher’s license or certificate appropriate for the assignment is

preferred.

- Meets all mandated healih requirements {e.g., a negative tuberculosis fest, ete.).

Documentation of a clear criminal record.
Completion of all pupil activity supervisor validation requirements.
Meets all prerequisite qualifications to be bonded.

The following duties are representative of performance expectations. A reasonable
accommodation may be made to enable a qualified individual with a disability to
perform essential functions.

- Selects orchestra members. Communicates responsibilities to students (e.g., practice and

performance schedules, etc.).

+ Organizes and carries out a practice schedule. Coordinates orchestra activities with the

school calendar. Supervises all practices and performances.
Upholds board policies and follows administrative procedures.
Promotes a favorable image of the school district.

+ Requisitions essential supplies and equipment. Makes minor repairs to ensures that

musical equipment is safe to use and available when needed.

Coordinates construction of stage sets, installation of production equipment, etc.
Promotes the proper use and care of school property. Keeps track of school equipment
assigned to students.

Implements effective pupil monagement procedures. Maintains high standards and
upholds the student conduct code.

Communicates high expectations and shows an active interest in student progress.
Maintains accurate records and submits reports on time.

- Respects personal privacy. Maintains the confidentiality of privileged information.

- Consulis with parents as needed (e.g., telephone calls, messages, meetings, etc.).

- Reports evidence of suspected child abuse as required by law.

- Supports an inclusive educational environment. Provides opportunities for students with

disabilities to participate in appropriate peer group activities.

- Takes precautions to ensure staff/student safety. Does not leave students unsupervised.

Watches for student behavior that may indicate a problem (e.g., profanity, teasing,
buliying, distress, ete.). Intervenes and/or reports concerns to an administrator.
Obtains permission to be away when duties conflict with other assigned duties.
Promotes a favorable image and recognition of program participants.

Monitors innovations, evaluates activities, and recommends changes fo enhance future
programs.

- Builds community parimerships that enhance district programs and services.

- Participates in national, state, and/or regienal acifvities that advunce district goals.
- Participates in stoff meetings and professional growth opportunities as directed.

- Accepts personal responsibility for decisions and conduct.

- Strives to develop rapport and serve as a positive role model for others.

Performs other specific job-related duties as directed.

The following characteristics and physical skills are essential for the successful
performance of assigned duties.
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- Articulates a clear vision and provides lecdership to advance the change process.
Promotes a positive work environment and engenders staff enthusiasm.

- Skilifully manages individual, group, and organizational interactions.

+ Averts problem situations and intervenes fo resolve conflicts.

- Interprets information accurately and initiotes effective responses.

- Effectively uses verbal, nenverbal, writing, and listening skills.

+ Organizes tasks and manages time effectively.

- Completes paperwork accurately. Verifies and correctty enters data.

* Maintains an acceptable attendance record and is punctual.

- Travels to meetings and work assignments.

Supervisory Under the direction of the principal plans work assignments, provides instructions,
Responsibility: and monitors assigned staff and volunteers. Promotes teamwork and helps staff as
needed to successfully accomplish delegated duties.

Working Exposure to the following situations may ronge from remote to frequent based on
Conditions: circumstances and foctors that may not be predictable.

Duties may require bending, crouching, kneeling, reaching, and standing.

Duties may require lifting, carrying, and moving work-related supplies/equipment.
Duties may require operating and/or riding in a vehicle.

Duties may require performing repetitive tasks quickly and differentiating variances in
intonation, pitch, rhythm, and sound.

Duties may require prolonged use of a computer keyboard and monitor.

Duties may require wearing protective clothing and using safety equipment.

Duties may require working extended hours.

Duties may require working under time constraints to meet deadlines.

Potential for exposure to adverse weather conditions and temperature extremes.
Potential for exposure to air-borne particulates, chemical irritants, combustibie
materials, elecirical hazards, equipment vibrations, noises, and odors.

Potential for exposure to blood-borne pathogens and communicable diseases.
Potential for interaction with disruptive and/or unruly individuails.

Performance Job performance is evaluated according to the policy provisions adopted by the
Evaluation: Piqua City School District Board of Education.

The Piqua City School District Board of Education is an equal opportunity employer
offering employment without regard to race, color, religion, gender, national erigin,
age, or disability. This job description summary does not imply that these are the only
duties to be performed. This job description is subject to change in response to funding
variables, emerging technologies, improved operating procedures, productivity factors,
and unforeseen events. Board Approved: 2/28/02



PIQUA CITY SCHOOL DISTRICT
JOB DESCRIPTION

Title: SPRING MUSICAL TECHNICIAL DIRECTOR File 434
Reporis to: Drama or Music Director {as assigned)
Job Objectives: Provide technical support for musical and/or theatrical productions. Manages stage

operations. Instructs and assists production crews. Keeps the production director
informed about maintenance concerns and emerging issues.

Minimum - High school diploma or GED. Post-secondary training in o trade is desirable.
Qualifications: * Meefts all mandated healih requirements (e.q., a negative tuberculosis test, etc.).
+ Documentation of a clear criminal record.
- Experience with stage lighting, sound, and recording systems.
Proficient in electrical, carpentry, plumbing, and mechanica! repairs.
+ Self-directed and able to learn required skills for the position.
- Available to work irregular hours and /or a non-traditional schedule.

Responsibilities The following duties are representative of performance expectations. A reasonable
and Essential accommodation may be made to enable a qualified individual with o disability to
Functions: perform essential functions.

Confers with the production director to review scheduled events. Conduct a risk
assessment for each production activity. Implements safety precautions.

Upholds board policies and follows administrative procedures.

Promotes a favorable image of the school district.

Helps work crews meet established schedules.

Helps construct, strike, and store sets and stage props. Ensures that the auditorium,
stage, make up rooms, storage areas, etc., are kept orderly.

Helps with the receipt of deliveries. Picks-up equipment and supplies as directed.
Performs equipment safety inspections. Complies with safety regulations and
environmental laws.

* Maintains accurate records and submits reports on time.,

+ Cleans equipment and carries out preventive maintenance activities. Repairs and/or
installs new equipment. Ensures that equipment is safe to use and available when
needed.

- Acts responsibly fo protect school property. Reports vandalism and other related
concerns.

Helps deal with unexpected circumstances or pressing district needs as directed.

- Communicates high expectations and shows an active interest in student progress.

- Maintains high standards and upholds the student conduct code.

Respects personal privacy. Maintains the confidentiality of privileged information.
Prepares and submits recerds as directed.

- Takes precautions to ensure staff/student safety. Does not leave students unsupervised.
Woatches for student behavior that may indicate a problem (e.g., profanity, teasing,
bullying, distress, etc.). Infervenes and/or reports concerns to an administrator.
Promptly documents all injuries that require medico! atiention.

Reports evidence of suspected child abuse us required by faw.

+ Coordinates lighting, sound, dnd racording ootivities during preductions.
Evaluates and recommends changes o enhance futurs aciivifles,

- Wears appropriate work attire and maintains o neat appedrance.
Participates in staff meetings and professional growth opportunities as drrected

- Accepts personal responsibility for decisions and conduct.

Strives fo develop rapport and serve as a positive role model for others.

- Performs other specific job-related duties as directed.

Abilities The following characteristics and physical skills are essential for the successful
Required: performance of assigned duties.
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- Demonstrates professionalism and contributes to a positive work environment.
- Organizes tasks and manages time effectively.

- Skillfully manages individual, group, and organizational interactions.

- Effectively uses verbal, nonverbal, writing, and listening skills.

- Averts problem situations and intervenes to resolve conflicts.

- Exhibits consistency, resourcefulness, and resilience.

- Exercises self-control and perseverance when dealing with students.

- Completes paperwork accurately. Verifies and correctly enters data.

* Maintains an acceptable attendance record and is punctual.

* Travels to meetings and work assignments.

Supervisory Under the direction of the assigned director: plans work assignments, provides
Responsibifity: instructions, and monitors assigned staff and volunfeers. Promotes teamwork and helps
staff as needed to successfully accomplish delegated duties.

Working Exposure to the following situations may range from remote to frequent based on
Conditions: circumstances and factors that may not be predictable.

Duties may require bending, crouching, kneeling, reaching, and standing.
Duties may require lifting, carrying, and moving work-related supplies/equipment.
Duties may require operating and/or riding in a vehicle.
Duties may require performing repetitive tasks quickly and differentiating variances in
intonation, pitch, rhythm, and sound.
Duties may require prolonged use of a computer keyboard and monitor.
Duties moy require wearing protective clothing and using safety equipment.
Duties may require working extended hours.
Duties may require working under time constraints to meet deadlines.
Potential for exposure to adverse weather condifions and temperature extremes.
Potential for exposure to air-borne particulates, chemical irritants, combustible
materials, electrical hazards, equipment vibrations, noises, and odors.
Potential for exposure to blood-borne pathogens and communicable diseases.

- Potential for interaction with disruptive and/or unruly individuals.

Performance Job performance is evalvated according to the policy provisions adopied by the
Evaluation: Piqua City School District Board of Education.

The Piqua City School District Board of Education is an equal opportunity employer
offering employment without regard to race, color, religion, gender, national origin,
age, or disability. This job description summary does not imply thot these are the only
duties to be performed. This job description is subject 1o change in response to funding
variables, emerging technologies, improved operating procedures, productivity factors
and unforeseen events. Board Approved: 2/28,/02

r



Title:
Repors fo:

Job Objectives:

Minimum
Qualifications:

Responsibilities
and Essential
Functions:

PIQUA CITY SCHOOL DISTRICT
T JOB DESCRIPTION
STUDENT LEADERSHIP ADVISOR File 435
Principal
Helps student leadership representatives fulfill their leadership responsibilities.

Promotes academic enrichment as a vital aspect of the district's educational mission.
Keeps the principal informed about emerging issues.

- VYalid Ohie teacher’s license or certificate appropriate for the assignment is

preferred.

* Meets all mandated health requirements (e.g., o negative tuberculosis test, ete.).

Documentation of a clear criminal record.

© Meets all prerequisite qualifications to be bonded.

The following duties are representative of perfermance expectations. A reasonable
accommodation may be made to enable o qualified individual with o disability to
perform essential functions.

Supervises the election and installation of class officers and student leadership
representatives.

- Upholds board policies and follows adminisirative procedures.

Promotes a faverable image of the school district.

Provides training in parliomentary procedures. Helps maintain the general functioning
of the elected body. Ensures that students maintain demacratic practices. Mediates
impasses.

Provides guidance to help students develop and promote program ideas.

Encovrages and facilitates student participation in spirit days, assemblies, public service
activities, concession sales, homecoming activities within the school athletic conference,
sanctioned social events, ete.

Develops a budget and an cutline of activities for the principal’s approval. Ensures that
the program is self-sustaining except for financial support authorized by the board or
administration. Requisitions essential supplies and equipment.

Coordinates activities with the school calendar.

Promotes the proper use and care of school property.

- Coordinates homecoming activities (e.g., election of the queen/king and court, pre-game

activities, coronation ceremony, dance prepdarations - guest lists, ticket sales,
decorations, musicians, cleanup activities, efc.).

- Coordinates trip activities {e.g., four company contract, parent meetings, fund raising,

communications, etc.). Secures board approval for over-night and out-of-state trips.
Recruits, instructs, and supervises adult chaperones.
Communicates high expectations and shows an active interest in student progress.

- Maintains high standards and upholds the student conduct code.

Respects personal privacy. Maintains the confidentiality of privileged information.
Helps students manage program communications.

+ Maintains accurate records and submits reports on Hme.

Promotes a favorable image and recogniiicn of program paorticipants.

- Supervises approved fund raising projects. Tnsures that all firanclal activities are

processed through the proper student activity account.

- Arranges student transportation for senctioned activities.

Obtains permission to be away when duties conflict with other assigned duties.

- Takes precautions to ensure staff/student safety. Does not leave students unsupervised.

Watches for student behavior that may indicate o problem (e.g., profanity, teasing,
bullying, distress, etc.). intervenes and/or reports concerns to an administrator.
Reports evidence of suspected child abuse as required by law.

- Monitors innovations, evaluates activities, and recommends changes to enhance future

progroms.
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Abilities
Required:

Supervisory

Responsibifity:

Working
Conditions:

Performance
Evaluation:

* Builds community partnerships that enhance district programs and services.

Participates in national, state, and /or regional activities that advance district goals.
Participates in staff meetings and professional growth opportunities as directed.

- Accepts personal responsibility for decisions and conduct.
- Strives fo develop rapport and serve as a positive role model for others,
- Performs other specific job-related duties as directed.

The following characteristics and physical skilis are essential for the successful
performance of assigned duties.

- Demonstrates professionalism and contributes to a positive work environment.
- Orgonizes tasks and manages time effectively.

- Skillfully manages individual, group, and organizational inferactions.

- Effectively uses verbal, nonverbal, writing, and listening skills.

« Averts problem sifuations and intervenes to resolve conflicts.

- Exhibits consistency, resourcefulness, and resilience.

- Exercises self-control and perseverance when dealing with students.

- Completes paperwork accurately. Verifies and correctly enters dafa.

-+ Maintains an acceptable attendance record and is punctual.

- Travels to meetings and work assignments.

Under the direction of the principal: plans werk assignments, provides instructions,
and monitors assigned staff and volunteers. Promotes teamwork and helps staff as
needed to successfully accomplish delegated duties.

Exposure to the following sitvations may range from remote to frequent based on
circumstances and factors that may not be predictable.

- Duties may require bending, crouching, kneeling, reaching, and standing.

+ Duties may require lifting, carrying, and moving work-related supplies/equipment.
- Duties may require operating and/or riding in a vehicle.

- Duties may require prolonged use of a computer keyboard and monitor.

- Duties may require working extended hours.

- Duties may require working under time constraints to meet deadlines.

Potential for exposure to adverse weather conditions and temperature extremes.
Potential for exposure to blood-borne pathegens and communicable diseases.
Potential for interaction with disruptive and /or unruly individuals.

Job performance is evaluated according to the policy provisions adopted by the
Pigqua City School District Board of Education.

The Pigua City School District Board of Education is an equal opportunity employer
offering employment without regard to race, color, religion, gender, national origin,
age, or disability. This job description summary does not imply that these are the only
duties fo be performed. This job description is subject to change in response to funding
variables, emerging technologies, improved operating procedures, productivity factors,
and unforeseen events. Board Approved: 2/28/02



PIQUA CITY SCHOOL DISTRICY
JOB DESCRIPTION

Title: TITLE | CHAIRPERSON File 436
Reports to: Principal and Assistant Principal
Job Objectives: Provides leadership for the continuous improvement of the Title | program. Keeps the

principal informed about emerging issues.

Minimum - Valid Ohio teacher’s license or certificate appropriate for the assignment.
Qualifications: - Meets all mandated health requirements {e.g., o negative fuberculosis test, etc.).
- Documentation of a clear criminal record.

Responsibilities The following duties are representative of performance expectations. A reasonable
and Essential accommodation may be made to enable a quaiified individual with a disability to
Functions: perfarm essential functions.

- Provides Title | program leadership to facilitate curriculum improvements, staff
development activities, and proficiency test readiness.

- Coordinates Title | eligibility procedures. Monitors standardized tests administration
and the development of intervention strategies.

- Upholds board policies and follows administrative procedures.

Promofes a favorabie image of the school district.
Develops performance goals and a strategy to accomplish approved objectives within
specified time lines.

- Maintains effective communications with staff to resolve problems and sustain progress
toward departmental objectives.

Promotes the continuity of the instructional program. Provides insights about the
progression of student skills and the key contributions made by staff at each level.

- Analyzes proficiency and competency-based test results. Recommends instructional
modifications and interventions that enhance student learning and improve test
performance.

. Assists with the review and revision of the district’s curriculum guides and courses of
study.

- Assists with course of study transitions.

- Maintains Title | inventory records.

. Assists with the preparation of foundation/grant proposals as directed.

Participates in staff selection and orientation processes as requested. Recommends staff
and student teacher assignments. Provides on-going guidance as needed.

. Coordinates Title | staff meetings. |dentifies concerns, shares successful practices, and
provides timely information about district activities.

- Plans, implements, and evaluates staff development programs related fo Tifle |
activities. Posts continuing education information.

- Monitors intervention activities. Serves as a resource on Title | issues. Works with
supervisors to improve staff competencies.

. Collaborates with other teachers. Shares knowledge and resources that enhance the
educational process.

- Supports appropriate research and pilot projads. Encourages staff to develop and
disseminate innovative insteuctional /prograin materials.

- Mainfains accurate records and submils reporis on Himea,

- Respects personal privacy. Mainiains the confidentiulity of priviteged information.
Promotes the effective use of available technology in records management and
instructional activities. Upholds computer technology acceptable use policies.

. Communicates high expectations and shows an active interest in student progress.

- Maintains high standards and upholds the student conduct code.

. Takes precautions fo ensure staff/student safety. Watches for student behavior that
may indicate a problem {e.g., profanity, teasing, bullying, distress, efc.). Intervenes
and/or reports concerns to an administrator.
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Abilities
Required:

Supervisory

Responsibility:

Working
Conditions:

Performance
Evaluation:

- Reports evidence of suspected child abuse as required by law.

* Builds community paorinerships that enhance district programs and services.

- Represents the Title | program at meetings outside the district.

- Participates in national, state, and /or regional activities that advance district goals.
- Participaotes in staff meetings and professional growth opportunities as directed.

+ Accepts personal responsibility for decisions and conduct.

- Strives to develop rapport and serve as a positive role model for others.

Performs other specific job-relaied duties as directed.

The following characteristics and physical skills are essential for the successful
performance of assigned duiies.

+ Articulates o clear vision and provides leadership fo advance the change process.
+ Promotes a positive work environmeni and engenders staff enthusiasm.

- Skillfully manages individual, group, and organizational interactions.

- Averts problem situations and intervenes to resolve conflicts.

- Interprets information accurately and initiotes effective responses.

- Effectively uses verbal, nonverbal, writing, and lisiening skills.

- QOrganizes iasks and manages time effectively.

- Completes paperwork accurately. Verifies and correctly enfers data.

+ Maintains an acceptable attendance record and is punciual.

Travels to meetings and work assignments.
Under the direction of the principal: plans work assignments, provides instructions,
and monitors assigned staff. Promotes teamwork and helps staff as needed o

successfully accomplish delegated duties.

Exposure to the following sitvations may range from remote to frequent based on
circumstances and factors that may not be predictable.

Duties may require lifting, carrying, and moving work-related supplies/equipment.

- Duties may require operating and/or riding in a vehicle.

- Duties may require prolonged use of a computer keyboard and monitor.
- Duties may require working extended hours.

- Duties may require working under time constraints o meet deadlines.

Potential for exposure to adverse weather conditions and temperature extremes.
Potential for exposure fo blood-borne pathogens and communicable diseases.

- Potential for interaction with disruptive and/or unruly individuals.

Job performance is evalvated according to the pelicy provisions adopted by the
Piqua City School District Board of Education.

The Piqua City School District Board of Education is an equal opportunity employer
offering employment without regard to race, color, religion, gender, national erigin,
age, or disobility. This job description summary does not imply that these are the only
duties to be performed. This job description is subject to change in response to funding
variables, emerging technologies, improved operating procedures, productivity factors,
and unforeseen events. Board Approved: 2/28/02



Title:
Reporis to:

Job Objectives:

Minimum
Quualifications:

Responsibilities
and Essential
Functions:

PIQUA CITY SCHOOL DISTRICT
JOB DESCRIPTION

PIQUORNIAN YEARBOOK ADVISOR File 437
Principal
Oversees the production, promotion, sale, and distribution of the yearbook. Promotes

academic enrichment as a vital aspect of the district's educational mission. Keeps the
principal informed about emerging issues.

+ Valid Ohio teacher’s license or certificaie appropriate for the assignment is

preferred.

- Meets all mandated health requirements (e.g., a negative tuberculosis test, efe.).

Documentation of o clear criminal record,

Demonstrated skills in graphic arfs, photography, and a variety of writing styles.
Proficient in the use of desktop publishing software.

Proficient in spelling, proofreading, and the correct use of grammar.

Meets all prerequisite qualifications to be bonded.

The following duties are representative of performance expectations. A reasonable
accommodation may be made to enable a qualified individual with a disability to
perform essential functions.

Evaluates and selects a yearbook vendor. Works closely with the vendor to ensure a
quality product and to meet publication deadlines.

Develops a budget and an outline of activities for the principal’s approval. Ensures that
the program is self-sustaining except for financial support authorized by the board or
administration. Requisitions essential supplies and equipment.

Upholds board policies and follows administrafive procedures.

Promotes a favorable image of the school district.

Coordinates activities with the school calendar.

Promotes the proper use and care of schoo! property.

- Organizes a publisher’s workshop for yearbook staff when needed.
- Develops an equitable process to assign job responsibilities. Guides students in the

development of their assignments.

informs the principal about the selection of a student editor. Helps the editor with
organizational functions (e.g., staff supervision, sales, financial management, record
keeping, efc.).

Helps students develop a distinctive yearbook fermat. Provides guidance with layout,
picture/artwork selection, writing styles, etc. Helps students with proofreading and
editing functions.

Ensures that yearbook content is accurate and appropriate. Provides the principal an
opportunity to review proof materials before publication.

- Oversees the timely coordination of photogrophy sessions.
- Supervises the sale of advertising. Ensures that contractual obligations are fulfilied.
+ Supervises approved fund raising projects. Ensures that all financial activities are

processed through the proper studeni activity account.
Oversees security and distribution procedures.
Communicates high expecdiations and shows an active interest in student progress.

* Maintains high standards and upholiis the student conduct code.

Respects personal privacy. Maintains the confidentiality of privileged information.

- Helps students manage yearbook communications.
- Mudintains accurate records and submits reports on time.

Promotes a favorable image and recognition of program participants.

- Arranges student fransportation for sanctioned activities.

Obtains permission to be away when duties conflict with other assigned duties.
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Abilities
Required:

Supervisory
Responsibility:

Working
Conditions:

Performance
Evaluation:

- Takes precautions to ensure staff/student safety. Does not leave students unsupervised.

Watches for siudent behavior that may indicate a problem (e.g., profanity, teasing,
bullying, distress, etc.). Intervenes and/or reports concerns to an administrator.
Reports evidence of suspected child abuse as required by law.

- Monitors innovations, evaluates activities, and recommends changes to enhance future

programs.

Builds community partnerships thet enhonce district programs and services.
Participates in national, state, and /or regional activities that advance district goals.
Participates in staff meetings and professional growth opportunities as directed.

- Accepts persenal respensibility for decisions and conduct.
+ Strives to develop rapport and serve as a positive role mode! for others.
- Performs other specific job-related duties as directed.

The following characteristics and physical skilis are essential for the successful
performance of assigned duties.

Demonstrates professionalism and contributes to a positive work environment.
Organizes tasks and manages time effectively.

- Skillfully manages individual, group, and organizational interactions.

Effectively uses verbal, nonverbal, writing, and listening skills.

- Averts problem situations and intervenes to resolve conflicts.

Exhibits consistency, resourcefulness, and resilience,

- Exercises self-control and perseverance when dealing with students.

- Completes paperwork accurately. Verifies and correctly enters data.
- Maintains an acceptable attendance record and is punctuat.

+ Travels to meetings and work assignments.

Under the direction of the principal: plans work assignments, provides instructions,
and monitors assigned staff and volunteers. Promotes teamwork and helps staff as
needed to successfully accomplish delegated duties.

Exposure to the following situations may range from remote o frequent based on
circumstances and factors that may not be predictable.

Duties may require bending, crouching, kneeling, reaching, and standing.
Duties may require lifting, carrying, and moving work-related supplies/equipment.
Duties may require operating and/aor riding in o vehicle.

- Duties may require prolonged use of a computer keyboard and meonitor.

Duties may require working extended hours.
Duties may require working under time constraints fo meet deadlines.

- Potential for exposure to adverse weather conditions and femperature exiremes.
- Potential for exposure to blood-borne pathegens and commuricable diseases.

Potential for interaction with disruptive and /or unruly individuals.

Job performance is evaluated according to the policy provisions adopted by the
Pigua City School District Board of Education.

The Piqua City School District Board of Education is ¢n equal opportunity employer
offering employment withaut regard o race, color, religion, gender, notional origin,
age, or disability. This jols description summary dess not imply that these are the anly
duties fo be performed. This job description is subject to change in response o funding
variables, emerging technologies, improved operating procedures, productivity facters,
and unforeseen events. Board Approved: 2/28/02



