Job Description: Vice Principal

RESPONSIBILITIES

1.

The scheduling of academic classes of faculty and students in collaboration with the

Division Heads.

Supervising the review and updating of academic curriculum, working with the Chairs of
Departments, the Head of School, and the Division Heads in developing new curriculum

or revising existing curriculum.

Coordinating with the Director of Islamic Studies to assist in reviewing curriculum maps,

and advising on instructional practices in the classroom.

Coordination and scheduling of professional development programs for PreK-12 faculty
and staff in all subject areas in classroom management, teaching techniques, and

integration of technology.

Coordinating with the Director of Islamic Studies to provide professional development on
a regular basis to ensure the provision of Islamic oriented workshops on a regular basis.

Responsible for on-going review and update of PreK-12 curriculum maps and scope and

sequence documents with the teachers, Department Chairs, and Division Heads.
Working with the Director of Technology to continually improve technology curriculum.
To assist in the integration of technology applications across the PreK-12 curriculum.

Coordination of all non-PSAT/SAT standardized testing, as well as analysis of results
and communication of those results to the Head of School, parents, students, Departments

Chairs, and Division Heads.

10. Assisting the Head of School upon request.

11. Act as Head of School in her/his absence.

12. Assist Head of School with salaries.

13. Supervising the evaluation of textbooks and computer materials.



14. Coordinate textbook ordering in consultation with Division Heads and Department

Chairs. Orders must be approved by the Head of School.

15. Decide on the students’ class placement with the homeroom teachers, the subject

teachers, Department Chairs, and Division Heads.



