
NORTHSIDE CHRISTIAN SCHOOL 

ADMINISTATOR/PRINCIPAL 

JOB DESCRIPTION 

 

 

I. General Description 
The pastor with the confirmation of the board approves the administrator. He is directly 
responsible to the pastor and board for the oversight of Northside Christian School 
including daily supervision, coordination, and general evaluation of the overall school 
program. He is the instructional leader and enforces the policies approved by the 
board. He oversees all personnel in the school. He is a strong committed member of 
Northside Assembly of God and recognized as part of the ministerial staff. 

 
The administrator shall be committed to work as a God-given ministry, with the 
motivation to please God and bring honor to Him. He shall be loyal to the pastor, 
faculty and staff as fellow believers in Christ, as well as the overall Northside ministry. 
He shall keep confidences that are not for public knowledge. He shall be of 
outstanding Christian character and witness, shall possess a sound philosophy of 
Christian education, a strong educational background of experience and training with 
appropriate administration credentials and shall maintain a commitment to excellence 
in all areas. He shall be competent in the supervision of the learning-teaching process, 
exhibit strong leadership skills and be aware of the overall needs of the academy and 
the part each faculty member plays in meeting those needs. 

II. Responsibilities 
A. School Leadership 

1. Academic 
a. Stay abreast of current educational trends by reading, attending conferences, 

making personal contact with other administrators and educators, and enrolling 
in graduate studies. 

b. Ensure that all ACSI/State teacher certification requirements are met and kept 
current. 

c. Keep informed of LDOE requirements and interpret those to the teaching staff. 
d. Oversee the entire testing program at NCS including entrance testing as well as 

annual standardized achievement testing and interpret the results to the pastor 
and board. 
 

2. Faculty 
a. Be responsible for the supervision of the teaching staff, which includes frequent 

informal visits to all classrooms. In addition, at least one formal classroom 
observation will be conducted per year accompanied by a written evaluation. 
This will be discussed with each individual faculty member before being placed 
in the proper personnel file. 

b. Be responsible for regular review of teacher lesson plans, grading techniques 
and all letters sent to parents. 

c. Be responsible to see that accurate records are kept of teachers' attendance, 
special requests for released time, field trip requests, and all other teacher 
forms. 

d. Conduct quality orientation for all new teachers. 



e. Present every teacher with a faculty handbook and employee handbook and 
give guidelines for their use. These will be updated at least annually with 
additional memos as needed. 

f. Conduct teacher recruitment including interviewing, testing, and checking 
references, etc. in consultation with the pastor. 

3. Spiritual Leadership 
a. Have a consistent time of Bible study and prayer. 
b. Organize and supervise daily faculty devotions, monitoring faculty promptness 

and attendance. 
c. Oversee the chapel programs, seeing that they are relevant to student and 

teacher needs. 
d. Maintain a Christ-like attitude in all situations within the school day. 
e. Be personally involved, and a member of Northside Assembly of God. 
f. Be regular in church attendance and special church events. 

B. Supervision of the High School 
1. Curriculum Supervision 

a. Major responsibility for the continual evaluation and development of curriculum 
in the high school in cooperation with the pastor. 

b. Has the responsibility of supervising the instructional process so that the 
teachers and students will maximize their greatest capabilities. 

2. Supervisory Tasks 
a. Receive for review weekly lesson plans and goals from each 

teacher 
b. Approve all textbooks, teacher aids, and supplies proposed by faculty 

members. 
c. Supervise classroom instruction through class visitation and assist teachers in 

self-analysis of teaching methods,  pupil relationships, and curriculum content. 
d. Conduct a formal classroom observation for each secondary teacher, prepare a 

written evaluation and review it with the teacher in a conference. 
e. Encourage and approve all high school field trips and other innovative 

measures that create a good learning situation. Lead and develop good in-
service training for high school faculty in philosophy, discipline, and curriculum 
development. 

f. Secure substitutes as needed for the high school. 
g. Assist in interviewing and recommending new high school teachers who are 

qualified for teaching vacancies as well as substitute teachers. 
3. Extra Curricular Activities  

a. Oversee the sports programs and maintain a proper balance with the academic 
program. 

b. Coordinate the sports’ calendar with the church calendar. 
c. Oversee the cheerleader program with a strong emphasis on Christian 

character. 
4. Oversee the yearbook 

a. Meet budget 
b. Quality 
c. Timeliness 

C. Development 
1. Continually work on and implement strategies to enhance student recruitment. 



2. Research and implement advertising techniques to keep the school before the 
community. Use community newspaper articles, flyers, and other materials. 

3. Lead in strategies to raise funds for NCS including scholarships, endowment funds, 
and other school needs using a variety of methods. 

4. Maintain adequate supplies of attractive school brochures and other promotional 
materials, and oversee the design and printing of new ones as needed. 

5. Develop a school calendar each year and distribute after pastoral approval. 
6. Modify the parent-student handbook each year. 
7. Pursue long-range planning with pastor and the board. 
8. Develop and maintain comprehensive volunteer program including written 

philosophy and guidelines. 
D. Public Relations. 

1. Maintain a balanced program of special events, such as Open House, banquets, 
Christian Education Week, Grandparents’ Day, and programs to keep school 
parents, Northside Assembly of God, and community aware of the school. 

2. Establish good relationships with parents keeping them informed of our statement 
of philosophy and goals. Encourage parent volunteers. 

E. Finances 
1. Develop and maintain school budget in conjunction with the pastor and board.  
2. Oversee preparation of monthly variance reports as needed. 
3. Assist in scholarship fluid policy and maintenance in conjunction with school 

bookkeeper. 
4. Assist in monitoring and making recommendations concerning salary schedule, 

fringe benefits, sick leave, emergency leave, tuition reduction for employees, etc. 
F. Curriculum Development 

1. Be responsible to monitor and make recommendations for textbooks and subject 
matter to be covered using Louisiana requirements and biblical principles. 

2. Carefully provide for screening of texts and supplemental materials. 
3. Develop and maintain procedures for screening of library materials. 
4. Lead the staff in biblical integration in all subjects. 
5. Provide for a Bible-based program including chapel services, Bible memorization 

program, and daily Bible instruction in all classes. 
G. Guidance & Registrar Programs 

1. Be responsible for the ordering and administration of screening tests for entering 
students. 

2. Be responsible for ordering, administration, and interpretation of achievement 
testing each year. 

3. Ensure that appropriate corresponding records are updated at all times. 
4. Be sure that cumulative records are kept including personal data, grades, 

attendance, health problems, inoculations, etc. Medical records must be current at 
all times for all children. 

5. Oversee the college and career guidance program and coordinate college prep 
testing. 

6. Keep abreast of scholarship opportunities and give guidance about them to 
students who qualify - continually researching this area. 

7. Provide adequate counseling program for teachers, students, and parents. 
8. Handle discipline problems as needed when problems cannot be dealt with in the 

classroom setting and be available to consult with parents and teachers regarding 



the welfare and conduct of any student at parent conferences. Keep written records 
of discipline problems and parent conferences. 

H. Facilities 
1. Promote safety in school by having systematic program for 

a. fire drills 
b. civil defense drills 
c. pedestrian and automobile traffic control 
d. emergency situations 

2. Plan facilities for most advantageous use. 
3. Supervise maintenance and repair. 
4. Assist with the development of long-range planning. 

I. Miscellaneous 
1. Approve the transfer, promotion, demotion, suspension, or expulsion of all students 

in accord with established policy. Keep the pastor informed of all times of serious 
student-parent problems. 

2. Maintain records and reports required by local, state, and national agencies. 
3. Assume the responsibility for a system of collecting all money and maintenance of 

accurate financial records. 
4. Communicate with salesmen. 
5. Meet with the board monthly to give a school update. 
6. Be available to assume all other duties as assigned. 

J. Office and staff 
1. Oversee general office procedures, providing guidance as necessary. 
2. Meet weekly with accounts payable/receivable. 
3. Encourage staff as the “first impression” for parents and serve as unto the Lord. 

    

 

   

 

  

 

   

    

 


