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COMMUNITY CHRISTIAN SCHOOL 

Fort Dodge, IA  

 

ADMINISTRATOR/HEAD OF SCHOOL’S JOB DESCRIPTI0N 

GENERAL DESCRIPTION  

The Administrator is the chief officer of the School and is charged with the responsibility for the operation of the 

School under the authority of the Community Christian School Board. The Administrator is responsible to the 

Board and shall operate the School according to the policies and philosophy formulated by the Board.  

The Administrator shall hold an advanced degree with graduate training in school administration, supervision, 

and curriculum development, and hold an Iowa Teaching Credential and an Iowa Administrator Endorsement.  

He / she shall be competent in the Supervision of the learning-teaching process with the ability to evaluate 

teaching personnel and leadership qualities to direct the total ministry of the School.  

 Character Traits and Abilities Desired:  

1. A Christian with a positive testimony.  

2. Meets the leadership qualifications according to I Timothy 3.  

3. Good Biblical training and experience.  

4. Knowledgeable about the Bible and able to apply its principles to school administration.  

5. An able soul winner.  

6. Has the spiritual gift of Administration (Romans 12: 8).  

7. A deep conviction that Christian school administration is his / her "call" from God.  

8. Ability and desire to maintain a loving but wise attitude toward and relationship with students.  

9. Strong leadership capacity and ability to relate well to and perform harmoniously with other staff, 

committee members, PTF, parents and members of the School Board.  

10. Trained through education and experience as a school administrator.  

11. A well-organized approach to responsibilities, and abilities in organizational and creative areas.  

12. Ability to inspire and motivate people to their best efforts.  

13. Stability of temperament and judgment, with ability to make prudent and swift decisions and take 

required actions under pressure without respect of persons.  

14. Highly respected as a Christian.  

15. Highly respected as an educator.  

16. In excellent physical and mental health.  

17. An experienced classroom teacher.  

18. A student of the Christian school philosophy and objectives.  

19. Able to endure hardship with a high threshold of tolerance.  

20. Able to enforce discipline without undue pressure or coercion.  

21. A member, faithful attender, and financial supporter of a local church whose fundamental beliefs are in 

agreement with the Statement of Faith of this school.   (Hebrews 10:25) 

22. Able to pray matters through to their solution.  
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23. Able to establish a wholesome spiritual and emotional atmosphere that will characterize the school as a 

Christian school.  

 

The Administrator's six major areas of responsibility are: (1) Board-Administrator Relationship, (2) Leadership,     

(3) Administration (4) Planning, (5) Financial Management, and (6) Communication / Public Relations. 

1. Board-Administrator Relationship  

1. Maintains an effective working relationship with the board, characterized by open communication, 

respect, and trust. 

2. Working with board chair, focus board meetings on topics of highest priority that need board attention 

and involvement. 

3. Engages board members collectively and individually in understanding and making sense of CCS’s 

environment, challenges, and potential. 

4. Attends all board meetings and reports as to conditions within the school  

to help initiate consideration of the future needs of the school.  

5. Assists in the formulation and implementation of policies and procedures of  

the school by serving as a nonvoting member of all school board committees,  

and as an advisor to the School Board.  

6. Able to submit to the authority of the Board without chafing or murmuring.  

7. Collaborates with the Board in developing and communicating the schools values, philosophy, 

strategies, direction, and objectives with stakeholders as appropriate. 

8. Assists the Board in coordinating the over-all activities of the school concerning the operations of the 

school toward the best interest of its educational goals.  

9. Serves as the educational consultant to the Board by providing information  

and counsel on the school’s educational, problems and procedures.  

2. Leadership 

1. Clear commitment to CCS’s mission and values. 

2. Ability to motivate and engage others in advancing the mission of CCS. 

3. Ability to learn from the successes and failures of the past in planning for the future. 

4. An ability to engage others in problem solving and improving the effectiveness of the school. 

5. An awareness of trends and information in the external environment that may impact the organization. 

6. Provide direction and supervise all in-school staff; paid, voluntary, classroom, and secretarial.  

7. Organize and conduct staff orientation and in-service programs.  

8. Schedule and prepare regular faculty meetings.  

9. Establish discipline standards, policies and procedures.  

10. Supervise admissions and placement testing programs.  

11. Schedule and Supervise annual testing programs and effectively utilize the results for the benefit of the 

students, faculty, and CCS.  

12. Supervise chapel schedule and meetings.  

13. Schedule and lead morning staff devotions. .  

14. Interview parents and children prior to admittance.  
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15. Coordinate school activities with churches and other schools.  

16. Visit classrooms, inspect what you expect.  

17. Establish a clearly defined system and expectations for the collection, analysis, and use of data regarding 

student achievement and progress through development of the Comprehensive School Improvement 

Plan (CSIP). 

3.  Administration  

1. Display a thorough knowledge of the CCS By-Laws, Policies, and Processes. 

2. Manage CCS efficiently on a day-to-day basis. 

3. Recruit, and screen all candidates for instructional and support positions.  

4. Keep accurate personnel records.  

5. Work out equitable, reasonable, workloads for the faculty and staff.  

6. Implement and maintain an ongoing system of evaluation which provides feedback to, and promotes 

the professional growth of all personnel.  

7. Handle questions and grievances of the faculty and staff.  

8. Make every effort to live at peace and resolve disputes with others in private or within the Christian 

community.  In times of dispute, the teacher will represent the school, fellow workers, parents, and 

administration in the best possible light, always giving charitable judgment towards others  (Rom 12:18; 

2 Cor 13:11; James 3:14-18; 1 Cor 6:1-8; Matt 5:23-24). 

9. Secure substitute teachers and orient them to the CCS program.  

10. Establish and maintain current policies for faculty and staff in the faculty manual.  

11. Organize and provide direction to committees of faculty as needed.  

12. Determine the permanent records to be kept for each student and supervise the keeping of these 

records.  

13. Supervise school office work.  

14. Coordinate use of rooms for school purposes in the facilities being used.  

15. Prepare instructional bulletins and teacher bulletins.  

4. Planning  

1. In collaboration with the board, articulate a clear vision for the future of CCS. 

2. Use the mission statement of CCS as a guide in making decisions. 

3. Engage the board in meaningful strategic thinking about the organization. 

4. In cooperation with faculty, prepare and define the course of study showing scope and sequence for 

each grade.  

5. Lead the faculty in continuous curriculum improvement and development, including the technology 

literacy skills students need as 21st century learners. 

6. Make accurate projections on growth of school.  

7. Lead the school in maintaining Iowa Department of Education accreditation, and assess the desirability 

of becoming accredited with and organization which accredits Christian schools.  

8. Be a leader in working with the School Improvement Advisory Committee (SIAC) in the development of a 

Comprehensive School Improvement Plan (CSIP) and making recommendations and reports to the Board 
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regarding progress toward annual improvement goals, progress toward local indicators, and annual 

improvement goals for the next school year.  

9. Attend institutes and seminars for Christian school administrators where possible.  

10. Determine texts, equipment, programs of study and supplies needed for the school.  

11. Order above items well in advance.  

12. Visit other established Christian schools and Christian school administrators.  

13. Keep abreast of recent and significant educational research.  

14. Keep abreast of requirements made by the Iowa Department of Education for  

non-public schools.  

15. Take the lead in finding and in enrolling qualified students.  

5. Financial Management 

1. Make sound financial decisions and recommendations based on a thorough understanding of CCS’s 

overall financial picture. 

2. Allocate financial and human resources appropriately to achieve CCS’s goals and objectives. 

3. Effectively participate in the development and implementation of the annual budget, and provide 

appropriate reports in a timely and accurate manner. 

4.  Insure all income and expenses are entered into the appropriate account in an accurate and timely 

manner. 

5. Implement appropriate internal controls to protect the organization from fraud and abuse. 

6. Pray and work hard for the financial stability of the school.  

7. Follow carefully defined procedures in handling all cash and checks which  

come through the school office, overseeing the petty cash system.  

8. Oversee the system of accounting for the finance of student organizations  

such as student council, yearbook, etc.  

9. Establish and follow security precautions for money left in the building.  

10. See that faculty members understand and follow the school's procedures for  

ordering supplies and materials.  

11. Keep faculty and staff members informed of all financial matters affecting  

them personally, or their departments.  

12. Develop a salary computation worksheet; to show each teacher how his salary figure was derived.  

13. See that the school meets IRS requirements and regulations for maintaining tax deductible status. 

14. Present an annual recommendation to the board for the improvement of the  

salary schedule and fringe benefits for the faculty and staff.  

6. Communication / Public Relations  

1. Serve as an articulate and effective spokesperson for CCS. 

2. Serve as a strong public advocate for CCS’s mission and services, stressing the philosophy and objectives  

of Christian education.  

3. Establish and maintain positive relationships with individuals and groups that impact the success of CCS. 

4. Prepare monthly newsletter and other letters such as those promoting and supporting the "300" club. 

5. Write brochures and press releases.  
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6. Arrange Open House and Parent Orientation activities. 

7. Work with PTF on planning school programs.  

8. Involve the faculty, staffs, parents, and students in the public relations  

program.  

9. Explain the purposes of the school to local pastors and key laymen. 

10. Handle complaints promptly and carefully.  

11. Be active in projects of the Christian community.  

12. Plan a sound program of public relations.  

13. Maintain good relationships with local public schools, independent schools  

and other Christian schools.  

14. Promote the school through the media.  

15. Foster good relationships with the First Evangelical Free Church as the  

"parent" church.  

16. Establish and maintain right relationships with the State agencies to which  

the school is responsible. 

17. Maintain an active relationship with Christian School organizations on  

the state, regional and national levels.  

 


