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North County Joint Union School District 

500 Spring Grove Road 

Hollister, CA 95023 
 

ADMINISTRATIVE POSITION 

 

 

JOB TITLE: VICE PRINCIPAL 

 

DESCRIPTION OF BASIC FUNCTIONS AND RESPONSIBILITES: 

 

Under the general direction of the Superintendent/Principal, the Vice Principal assists in the administration of 

Spring Grove School.  

 

EXAMPLES OF DUTIES: 

 

1. Assists the Superintendent/Principal in the overall administration of the school. 

2. Assists in all aspects of elementary curriculum. 

3. Serves as principal in the absence of the Superintendent/Principal. 

4. Develops and monitors state and federal program budgets and ensures compliance with regulations as 

directed by the Superintendent/Principal. 

5. Serves as the administrator for supplemental programs, such as summer school, after school tutorials, 

and enrichment. 

6. Assists with the Response to Intervention Plan 

7. Develops and Oversees the Expanded Learning Opportunity Program (ELOP). 

8. Oversees student supervision. 

9. Prepares and distributes school and district reports, as needed (i.e., School Accountability Report Card). 

10. Coordinates and is responsible for safety/emergency drills and is a member of the Safety Committee. 

11. Assists in the selection, supervision, and evaluation of all school personnel (certificated and classified). 

12. Assists the Superintendent/Principal and other staff in maintaining a clean and safe school. 

13. Assists teachers in interpreting and implementing the District’s curriculum. 

14. Recommends curriculum adjustments to meet the special learning needs of individual students. 

15. Maintains high visibility and accessibility within all areas of facilities. 

16. Responsible for reviewing disciplinary policy and practice and administering, coordinating all student 

discipline. Assists teachers in maintaining discipline. 

17. Oversees lunchtime supervision and Noon Duty Supervisor staff and schedules. 

18. Monitors Independent Study Contracts (ISC). Ensures ISC’s are returned, work is completed, and 

attendance is documented. 

19. Serves as AVID Director for the school. Ensures that AVID mission and strategies are implemented 

schoolwide. 

20. Oversees student attendance, attendance letters, and contracts. Holds truancy meetings with parents 

when needed. Sits on the SARB (Student Attendance Review Board) at the county level. 

21. Coordinates and supervises Summer School. 
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22. Uses the Student Information System (SIS) for all documentation. Ensures all student information is up 

to date and accurate. Serves as a trainer to staff. (i.e., Aeries) 

23. Prepares reports and records as the Superintendent/Principal may assign. 

24. Assists the Superintendent/Principal in planning and implementing the school improvement program. 

25. Assists Superintendent/Principal and teachers as a liaison between home and school. 

26. Continues to grow professionally.  

27. Performs other duties as assigned by the Superintendent/Principal. 

 

QUALIFICATIONS: 

 

Education and Experience 

• California Administrative Credential authorizing service in a TK-8 setting. 

• Knowledge of various Instructional Methodologies and Differentiated Instruction. 

• Excellent communication skills 

• Demonstrated ability to work cooperatively with administration, staff, and community. 

• Demonstrated organizational ability. 

• Classroom teaching experience. 

• Demonstrated successful experience in increasingly more responsible positions. 

 

Physical Effort/Work Environment 

• Must be able to walk, stand, sit for extended periods of time. 

• Duties may be performed outdoors and indoors throughout the school year. 

• Work at a computer terminal. 

• Periodically may be required to lift from 10 to 20 pounds. 

 

 

Board Adopted:  2/16/2023 

 


