
Mary C. O’Brien Accommodation District  
Job Description  

Job Title:       Principal  
Reports To:   Superintendent  
FLSA Status:  Exempt  
Work Year: 12 Month 
Salary:  Administrator Level VIII 
 
 
 
Summary Directs and coordinates educational, administrative, and counseling activities of primary 
or secondary school by performing the following duties personally or through subordinate 
supervisors.  
 

Essential Duties and Responsibilities include the following. 

Develops and evaluates educational program to ensure conformance to state and school board standards.  

Develops and coordinates educational programs through meetings with staff, review of teachers' activities, 
and issuance of directives.  

Understands and complies with ADE policies, and Federal, State and local mandates.  
 
Understands and complies with legislation pertaining to education. 
 
Evaluates, monitors and develops staff performance. 
 
Confers with teachers, students, and parents concerning educational and behavioral problems in school.  

Establishes and maintains relationships with colleges, community organizations, and other schools to 
coordinate educational services.  

Requisitions and allocates supplies, equipment, and instructional material as needed. 

Directs preparation of class schedules, cumulative records, and attendance reports.  

Walks about school building and property to monitor safety and security. 

Assists in planning and monitoring school budget.  

Develops and administers educational programs for students with mental or physical disabilities.  

Establishes and maintains strong relationships with students, parents and staff to facilitate and strengthen 
educational services.  



 
 
 
Competencies  
To perform the job successfully, an individual should demonstrate the following competencies:  
 
Analytical - Collects and researches data; Uses intuition and experience to complement data; Designs work 
flows and procedures.  
 
Design - Generates creative solutions; Demonstrates attention to detail.  
 
Problem Solving - Identifies and resolves problems in a timely manner; Gathers and analyzes information 
skillfully; Develops alternative solutions; Works well in group problem solving situations; Uses reason 
even when dealing with emotional topics.  
 
 
Project Management - Develops project plans; Coordinates projects; Completes projects on time and 
budget; Manages project team activities.  
 
Technical Skills - Pursues training and development opportunities; Strives to continuously build 
knowledge and skills; Shares expertise with others.  
 
Interpersonal Skills - Focuses on solving conflict, not blaming; Maintains confidentiality; Listens to others 
without interrupting; Keeps emotions under control; Remains open to others' ideas and tries new things.  
 
Oral Communication - Speaks clearly and persuasively in positive or negative situations; Listens and gets 
clarification; Responds well to questions; Demonstrates group presentation skills; Participates in meetings.  
 
Written Communication - Writes clearly and informatively; Edits work for spelling and grammar; Varies 
writing style to meet needs; Presents numerical data effectively; Able to read and interpret written 
information.  
 
Teamwork - Balances team and individual responsibilities; Exhibits objectivity and openness to others' 
views; Gives and welcomes feedback; Contributes to building a positive team spirit; Puts success of team 
above own interests; Able to build morale and group commitments to goals and objectives; Supports 
everyone's efforts to succeed.  
 
Visionary Leadership - Displays passion and optimism; Inspires respect and trust; Mobilizes others to 
fulfill the vision; Provides vision and inspiration to peers and subordinates. 
 
Change Management - Develops workable implementation plans; Communicates changes effectively; 
Builds commitment and overcomes resistance; Prepares and supports those affected by change; Monitors 
transition and evaluates results.  
 
Delegation - Delegates work assignments; Matches the responsibility to the person; Gives authority to 
work independently; Sets expectations and monitors delegated activities; Provides recognition for results.  
 
Leadership - Exhibits confidence in self and others; Inspires and motivates others to perform well; 



Effectively influences actions and opinions of others; Accepts feedback from others; Gives appropriate 
recognition to others.  
 
Managing People - Includes staff in planning, decision-making, facilitating and process improvement; 
Takes responsibility for subordinates' activities; Makes self available to staff; Provides regular 
performance feedback; Develops subordinates' skills and encourages growth; Improves processes, products 
and services.; Continually works to improve supervisory skills.  
 
Quality Management - Looks for ways to improve and promote quality; Demonstrates accuracy and 
thoroughness.  
 
Diversity - Demonstrates knowledge of EEO policy; Shows respect and sensitivity for cultural differences; 
Educates others on the value of diversity; Promotes a harassment-free environment; Builds a diverse 
workforce.  
 
Ethics - Treats people with respect; Keeps commitments; Inspires the trust of others; Works with integrity 
and ethically; Upholds organizational values.  
 
Organizational Support - Follows policies and procedures; Completes administrative tasks correctly and on 
time; Supports organization's goals and values; Benefits organization through outside activities; Supports 
affirmative action and respects diversity.  
 
Strategic Thinking - Develops strategies to achieve organizational goals; Understands organization's 
strengths & weaknesses; Analyzes market and competition; Identifies external threats and opportunities; 
Adapts strategy to changing conditions.  
 
Judgment - Displays willingness to make decisions; Exhibits sound and accurate judgment; Supports and 
explains reasoning for decisions; Includes appropriate people in decision-making process; Makes timely 
decisions.  
 
Motivation - Sets and achieves challenging goals; Demonstrates persistence and overcomes obstacles; 
Measures self against standard of excellence.  
 
Planning/Organizing - Prioritizes and plans work activities; Uses time efficiently; Plans for additional 
resources; Sets goals and objectives; Organizes or schedules other people and their tasks; Develops 
realistic action plans.  
 
Professionalism - Approaches others in a tactful manner; Reacts well under pressure; Treats others with 
respect and consideration regardless of their status or position; Accepts responsibility for own actions; 
Follows through on commitments.  
 
Quality - Demonstrates accuracy and thoroughness; Looks for ways to improve and promote quality; 
Applies feedback to improve performance; Monitors own work to ensure quality.  
 
Quantity - Meets productivity standards; Completes work in timely manner; Strives to increase 
productivity; Works quickly.  
 
Safety and Security - Observes safety and security procedures; Determines appropriate action beyond 



guidelines.  
 
Adaptability - Adapts to changes in the work environment; Manages competing demands; Changes 
approach or method to best fit the situation.  
 
Attendance/Punctuality - Is consistently at work and on time; Ensures work responsibilities are covered 
when absent; Arrives at meetings and appointments on time.  
 
Dependability - Follows instructions, responds to management direction; Takes responsibility for own 
actions; Keeps commitments; Commits to long hours of work when necessary to reach goals.; Completes 
tasks on time or notifies appropriate person with an alternate plan.  
 
Initiative - Volunteers readily; Undertakes self-development activities; Seeks increased responsibilities; 
Asks for and offers help when needed.  
 
Innovation - Displays original thinking and creativity; Meets challenges with resourcefulness; Generates 
suggestions for improving work; Develops innovative approaches and ideas.  
 
Qualifications To perform this job successfully, an individual must be able to perform each essential duty 
with a high degree of excellence. The requirements listed below are representative of the knowledge, skill, 
and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to 
perform the essential functions.  Must possess a current valid AZ driver's license. Must possess a current 
fingerprint clearance card. 
 
Language Skills  
Ability to read, analyze, and interpret general business periodicals, professional journals, technical 
procedures, or governmental regulations.  Ability to write reports, business correspondence, and 
procedure manuals.  Ability to effectively present information and respond to questions from groups of 
managers, clients, customers, and the general public.  

Mathematical Skills  
Ability to calculate figures to present reports and graphs for the board and parents to show progress 
of students in state testing  

Reasoning Ability  
Ability to define problems, collect data, establish facts, and draw valid conclusions. Ability to interpret an 
extensive variety of technical instructions in mathematical or diagram form and deal with several abstract 
and concrete variables.  

Education Background  
Must hold a Master's degree and be a fully certified administrator with a principal certification valid in 
AZ.  
 
Student Safety 
In accordance with A.R.S §13-3620, any school employee who reasonably believes that a minor 
is or has been the victim of physical injury, abuse, child abuse, sexual abuse, sexual conduct with 
a minor, sexual assault, molestation, sexual exploitation of a minor, incest, child prostitution or 
neglect that appears to have been inflicted on the minor by other than accidental means shall 



immediately report this information, or cause reports to be made, to a peace office or child 
protective services in the department of economic security.                       


