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JOB DESCRIPTION 

 
PRESIDENT 
 
The President is the Chief Executive Officer of the school, appointed to renewable four-year 

terms, and directly accountable to the Board of Trustees.  The President is a member of the 

Board and serves as secretary.  This person is the authority to whom all school officials are 

responsible, either directly or indirectly, and the ultimate authority for decisions affecting overall 

organization and operations in the school.  The President is responsible for the overall operation 

of the institution including the development and implementation of the policies of the Board, 

strategic long-range planning, personnel management, and fund raising.  Performance is 

evaluated by the Board in conjunction with the President’s agreement. 

 

In fulfilling responsibilities, the President: 

 Maintains the school in the charism, mission, and traditions of the Franciscan Brothers 

 Articulates the Roman Catholic Church’s educational ministry for the school and community 

and provides personal leadership and directives for spiritual formation of students, faculty, 

parents, and greater school community in conjunction with the Principal, Campus Ministry, 

and Chair of the Religious Education Department 

 Articulates the school’s mission, belief statements, and philosophy 

 Directs long-range planning which pertains to school-wide concerns, finances, and plant 

development and utilization 

 Is responsible for formulating and implementing the policies of the school community as 

reflected in the Faculty and Student Handbooks 
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 Appoints the Principal and the Summer School Principal with Board approval, and has 

responsibility for their evaluations 

 Maintains a philosophy of open communication with the Board, Principal, Assistant 

Principals, and the entire school community 

 Holds meetings with members of Administration (Principal and Assistant Principals) 

 Evaluates the Principal with the assistance of members of the Board of Trustees and 

members of the Administration 

 Approves the appointment of chairpersons upon recommendation of the Principal 

 Supervises the work of the Finance, Admissions, Alumni, and Development Office 

 Develops the annual budget with the assistance of the Principal and Controller 

 Prepares the Mandated Services report (New York State) with assistance of the Controller 

and supervises the school budget, long-term investments, and faculty and staff benefits 

program in the role as the school’s Chief Financial Officer.  The President is responsible for 

the financial stability of the school and its continued well-being and development 

 In consultation with the Principal, appoints the Development Director 

 With the Development Director, fosters continual growth and development of the alumni, 

public relations, pursues grants, and raises funds from alumni and non-alumni sources 

 Is responsible for the relationship between the school and the Brothers’ resident community 

 Is the official spokesperson for and representative of the school to the public to various 

professional and community groups, the media, and various sectors of the school community 

 Is responsible for the school’s fulfillment of legal and legitimate mandatory regulations from 

the Board and diocesan, state, city, and accrediting agencies 

 Approves the use of scholarship and endowment funds 
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 Approves all solicitation of funds in the name of any activity or school-related program and 

oversees the staff engaged in any fund raising activity 

 Reviews employment policies with the Principal, interviews prospective employees as part of 

the interview process with right of refusal, and sets salary for new employees 

 Approves the maintenance and cafeteria contracts 

 Develops plans for plant development and all capital repairs and improvements 

 Approves all purchase orders and checks over $10,000.  
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JOB DESCRIPTION 
 

PRINCIPAL 

The Principal is the Chief Educational Officer of the school.  The Principal is appointed by the 

President and approved by the Board of Trustees with a renewable four-year term.  The Principal 

is directly accountable to the President and is responsible for the day-to-day operation of the 

school.  The major focus is directing the academic programs and supervision of the school 

community.  The Principal works in consultation with the President, the members of the 

Administration, chairpersons of various departments, and the staff.  The performance of the 

Principal is evaluated by the President in conjunction with the Principal’s Agreement. 

 

In fulfilling responsibilities, the Principal 

 Ensures an atmosphere of mutual respect, academic excellence, and spiritual formation in a 

secure instructional environment for students and staff 

 Upholds the mission and philosophy of the school for the personal and religious development 

of students 

 Provides teachers with a clear vision and understanding of the religious mission and 

dimension of the school 

 Guides the educational process 

 Recruits new faculty members 

 Directs the selection, development, and evaluation of the faculty 

 Is primarily responsible for teacher supervision and evaluation  

 Approves all curriculum changes and course offerings after consultation with other members 

of the Administration 

 Is primarily responsible for determining class size in consultation with the President 
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 Is ultimately responsible for the dismissal of any student 

 Communicates to parents throughout the year concerning the status of students in regard to 

their academic progress 

 Assists in preparation of the annual budget 

 Prepares and submits all educational reports required by the State and Diocese 

 Authorizes the use of the school facilities after consultation with the President 

 Administers the school budget 

 Shares the responsibility for admissions program with the Director of Admissions and 

President 

 Supervises instruction with the help of other administrators through classroom observation 

 Appoints Assistant Principals and academic chairpersons in consultation with the President, 

defines their roles, and assists in their professional development, and involves them in 

decisions affecting school policy and operations 

 Reviews with each chairperson teacher performance and the effectiveness of each 

department’s curriculum along with a review of changes to standardized test results from 

each department  

 Maintains all personnel files 

 Oversees the production of the school publications such as the School Calendar and Faculty 

Handbook 

 Communicates regularly with members of the faculty, staff, and other members of the school 

community, either individually, in groups, or through written memoranda 

 Makes the decision to close school in snow or other emergency situations. 


