
Job Description: Vice-Principal - Kimberly High School 

 

General Description: 

 The Vice-Principal of Kimberly High School assists the principal in the general supervision of the high school, 
supporting the day-to-day operations and contributing to the academic success and well-being of the students 
and staff. 

Specific Job Tasks: 

1. Assist the principal in the supervision and evaluation of teachers. 
2. Supervise the lunchroom, campus, and other common areas before school, after school, during passing 

periods, and at lunchtime to ensure a safe and productive environment. 
3. Address and manage disciplinary issues as delegated by the principal, ensuring consistent enforcement of 

school policies. 
4. Serve as the administrator in charge of after-school activities as assigned by the principal and/or athletic 

director. 
5. Act as the administrator in charge of the high school in the principal's absence, overseeing school 

operations and responding to emergent issues. 
6. Handle and complete assigned paperwork, including documentation related to student behavior, staff 

evaluations, and other administrative tasks. 
7. Communicate regularly with staff regarding their roles in supporting student achievement and school 

goals. 
8. Actively participate in school leadership teams, offering ideas and strategies to improve school culture, 

academic performance, and student support. 
9. Assist with planning and coordinating the school’s public relations program, helping to promote a positive 

image of the school within the community. 
10. Attend and contribute to IEP (Individualized Education Program) and 504 meetings as assigned by the 

principal to ensure student needs are met. 
11. Fulfill other duties as assigned by the Superintendent and High School Principal. 

Reports to: 

 High School Principal 

Terms of Employment: 

 This is a full-time position (1.0 FTE) based on a contract period of two hundred and twenty (210) days. The salary 
will be determined by the Superintendent’s recommendation. 

Evaluation: 

The Vice-Principal's performance will be evaluated annually, with written feedback provided by the High School 
Principal. 

 


