
 

A love for God. 

A desire to learn. 

A commitment to serve. 
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Job Description for the Head of School (HOS) Administrator (5/21) 

 
 

Leadership 
This section is intended to gauge the HOS administrator’s ability to influence the goals and direction of 
the organization and participate effectively in the governance of the school. 

1. Provides visionary leadership in the areas of procedures, policies, and mission and supports the 
school’s strategic plan 

2. Maintains a supportive Christian environment and has the responsibility of spiritual leadership for 
staff, students, and parents 

3. Fosters a culturally diverse and inclusive environment within the context of the Christian faith 
4. Maintains positive, professional, and sensitive relationships with students 
5. Delegates appropriately to ensure best use of HOS administrator’s time 
6. Demonstrates decisiveness appropriate to each situation 
7. Reacts calmly in the face of controversy and shows sensitivity to the concerns of all parties 
8. Acts as advisor to, and attends all meetings of the board of directors and board sub-committees, 

as requested 
9. Keeps the Board adequately informed of all matters relating to the school through regular reports 

at Board meetings and immediate communications following major school events or happenings 
10. Coordinates and supervises the accreditation process 

 
Instruction 
This section measures how well the HOS administrator sets and directs the instructional goals of the 
school.  Certain of these activities may be delegated to a principal with oversight by the HOS administrator, 
but ultimate responsibility resides with the HOS administrator. 

1. Articulates a clear vision of Christian education as practiced at San Jose Christian School 
2. Supports the school’s strategic plan by developing actionable plans for expanding and enhancing 

educational offerings 
3. Collaborates with the Board to set annual performance goals for HOS Administrator 
4. Encourages teachers and staff in their professional growth 
5. Directs the scheduling process for all teachers and programs 
6. Encourages instructional innovation and creativity within the teaching staff 
7. Collaborates with staff to develop curricula that will carry out the school’s mission while keeping 

cultural translation in mind 
8. Supports and encourages new teachers 
9. Continues improvement of academic measurements, including assessment methods and results 
 

Operations 
This section evaluates the administrator’s ability to manage and direct the day-to-day operations of the 
school. 
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1. Oversees the management and cleaning of the buildings, grounds, and operations so that the 
school operates in an efficient and effective manner 

2. In collaboration with the Board, plans and executes all major capital purchases, repairs, and 
building projects 

3. Supports the school’s strategic plan by developing a long-term campus plan and by exploring 
options to implement the same 

4. Operates the school within the guidelines of Board policies and budget 
5. Direct ownership and responsibility for multimillion-dollar budget 
6. Demonstrates fiscal responsibility and ability to find creative solutions in working through budget 

constraints to achieve goals 
7. Conducts and supervises the business operations of the school in an ethical manner 
8. Directs the admissions process 
9. Encourages office staff to respond to parent/student concerns in a sensitive and timely way 
10. Supports and encourages teachers to have positive relationships with the parents of their students 
11. Holds teachers responsible for responding to parent communications in an appropriate and timely 

manner 
12. Reviews all tuition assistance applications 
13. Exercises care and concern for the well-being and maintenance of the school facilities, and 

encourages continuous improvement where appropriate 
14. Manages lease and sublease agreements and tenant schedules 

 
Development and Advancement Management 
While certain activities may be supported by school staff, ultimate responsibility resides with the HOS 
administrator. 

1. Promotes the school to the broader San Jose community enhancing the SJCS brand and reputation 
to increase enrollment and fundraising 

2. Oversees and drives a comprehensive fundraising strategy that is intended to engage both the San 
Jose Christian School “family” and the wider community to increase financial resources for SJCS 

3. Leads all major fundraising efforts for the annual fund, any capital projects, and the SJCS 
Endowment Fund 

4. Focuses on retention and management of donors 
 
Personnel 
This section deals with the administrator’s ability to recruit and supervise a professional, Christian staff. 

1. Supervises, or provides supervision for, teaching, office, and other staff members, with direct 
management of approx. eight to ten reports 

2. Supports the school’s strategic plan by developing actionable plans for teacher retention and 
compensation 

3. Conducts staff evaluations in a timely and constructive manner 
4. Recruits a professional Christian faculty 
5. Recruits capable Christian office and administrative staff members 
6. Communicates regularly and openly with personnel on things they need to know to carry out their 

respective functions in a knowledgeable and effective manner 
 
Public Relations 
This section evaluates the administrator’s commitment to open and timely communication with our 
school’s community. 
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1. Supports the school’s strategic plan by developing and implementing actionable plans to increase 
school enrollment 

2. Provides avenues of communication about the school to parents, community, staff, alumni, 
churches, and media 

3. Establishes and fosters relationships with churches in the surrounding area 
4. Personally participates in public communication about the school 
5. Keeps constituents informed about school board activities and policies 
6. Fosters a positive relationship between SJCS and its support organizations, including the Campbell 

Union School District 


