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Director of Facilities & Personnel
Duties & Responsibilities


· Reports to the High School Assistant Principal under the direction of the Executive Director of the Academy.
· Coordinates benefits with the SCPCSD, PEBA, Kelly-Moser Consulting, and various retirement programs, under the supervision of the Executive Director.
· Verifies employee credentials, performs background checks, and maintains all employee credentials in a secure location in the office.
· Administers the USDA program, including supervision of cafeteria staff and lunch program.
· Secures substitute teachers when teachers are absent.
· Serves as assistant to the PowerSchool Administrator and is responsible for specific areas within PowerSchool
· Incident Management
· Lunch Status
· ESOL
· SPED
· Elementary Scheduling
· Serves as Purchasing Agent.
· Provides supervision of maintenance personnel, nurse, and the front desk administrative assistant. 
· Coordinates work of maintenance crew regarding tasks to be completed.
· Maintains records in BlackboardConnect; is responsible for parent e-mail blasts.
· Follows professional practices consistent with school policies in working with students, students' records, parents, and colleagues.
· Demonstrates communication and interpersonal skills as they relate to interaction with students, parents, and colleagues.
· Works cooperatively with school administrators, colleagues, and parents.
· Helps enforce the rules and regulations outlined in the Student Handbook.
· [bookmark: _GoBack]Assists in providing training and/or in-service for staff.
· Coordinates all school purchases, with the approval of the Executive Director.
· Posts all mass emails to stakeholders.
· Serves to direct special programs and projects as prescribed by the Executive Director.
· Performs other duties and responsibilities as prescribed by the Executive Director.

____________________________(Signature)    _________________________ (Print Name) ___/___/_____ (Date)
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