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Date:  November, 2006

1.
Identifying Information
	
	
	
	
	

	School/Department:
	Superintendent Dept.
	
	Location:
	Administration Office

	
	
	
	
	

	Employee Name:
	Kelly Barkman
	
	Title:
	Superintendent & CEO

	
	
	
	
	

	Supervisor Name:
	Board of Trustees
	
	Supervisor Title:
	Board of Trustees

	
	
	
	
	


2.
Position Summary
	Summarize the overall purpose of the position.  (This should be a one or two sentence capsule of the position’s primary purpose or reason for being.)

Under the direction of the Board and within its policies and regulations while acting as Chief Executive Officer, the Superintendent & CEO formulates academic and administrative policy recommendations for submission to the Board and its committees, and directs and administers the academic systems and business functions of the Board. The Superintendent & CEO has general supervisory responsibilities for all school operations, as well as all other support operations of the school division. He/she is ultimately responsible to the Board of Trustees to carry out all governance directions and plans for the Board.




3.
Position Duties and Responsibilities
	List in order of importance the major responsibilities of the position.  (For each responsibility describe what is done, why it is done and how it is done.  Attach an additional sheet if required.)

1. Board Relations and Priorities – governance, Board strategic planning, liaison, board meetings and committees, operational representation to outside organizations
2. Comprehensive Planning and Management
Ensures the timely preparation of long-range plans for accommodations and facilities use, extensions to existing programs, and the detailed annual operating budgets for submission to the Board of Trustees.

a) Educational
· school administrator evaluations
· school planning
· educational initiatives

b) Non-Educational

· Delegation to Assistant Superintendent of certain duties
c) Policy Development

· Ensures that all policies of the Board are fully and effectively implemented

3. Personnel Management

· Administers the academic system through the provision of direction, guidance and supervision of all educators within the system.
· Administers, oversees and is responsible for the efficient operation, of all the systems planning, budget allocations, educational services, and personnel function through provision of guidance and direction to the Assistant Superintendent, Secretary-Treasurer, Operations Supervisor and all other division departments.     
· Ensures maximum coordination and cooperation among the curriculum development, operations, and business administrative division departments.

4. Personnel Issues       
· Submits to the Board recommendations for all appointments, promotions, suspensions, and dismissals of Divisional employees. In case of emergency, has the power to suspend any employee, and such suspensions to be reported to the Board at its next meeting.

5. Legal Issues
· Oversees and administers, in accordance with all legislation, regulations, acts and policies governing the organization, the legal matters of the division.
6. Public and Staff Relations

· Maintains effective communication with parents/guardians in an atmosphere of mutual confidence and respect.

· Maintains relationships with Manitoba Education, Citizenship and Youth, other school divisions, and other appropriate agencies, and the community.

· Maintains effective communication with employee groups and the media on behalf of the Board.

7. Business and Fiscal Management 
· Administers the business administration function through the provision of guidance and direction to the Secretary – Treasurer in the performance of duties.
· Choice of School, International / Exchange students

· Agreements and Leases

· Budget Planning and Allocations
· Negotiations – Contracts

8. Facilities Management 
· Directs the activities of the Operations Supervisor.
· Workplace Health and Safety
· Building, Playground, Infrastructure and Property
· Five Year Capital Plan
Authority
1. With exception of his/her immediate subordinates, authority to engage, suspend, or dismiss all academic, and business personnel within the limitations of policy and approved budgets.

2. Authority to recommend to the Board the engagement, suspension, or dismissal of immediate subordinates according to Board policy.

3. Authority to suspend any student, subject to the regulations of the Education Administration Act.

4. Authority to incur, in regards to the whole organization, academic and business expenses within the limits of Board policies and approved budgets. Expenditures in excess of appropriate FRAME budget regulations require the prior approval of the Board.

Accountability

1. Submits for approval to the Board an annual Division plan (Education Strategic Plan, Department Goals), an operating budget and a facilities plan.

2. Submits reports to the Board on a regular basis to allow Board members to evaluate performance against plans. 
Reporting Relationships (Policy on Reporting Chart and Supervision Chart)

The Superintendent & CEO reports to The whole Board of Trustees
The following people reports to Superintendent & CEO

· Assistant Superintendent

· Operations Supervisor

· Department Managers

· School-Based Administrators
Over-all areas of responsibility in relation to Assistant Superintendent duties are:  

· Chief Executive Officer

· Media & Div spokesperson

· Board Relations & Priorities

· Policy Development

· Oversee Finance Department
· Oversee Transp. & Maint Dept

· Oversee H.R. Dept. – Professional staff

· Negotiations – Contracts

· Staff Liaison for Board

· Personnel Issues

· Legal Issues

· School Administrators Evaluations

· Communication – website, brochure

· Choice of School

· International/Exchange students

· Workplace Safety & Health

· RRTVA Programs

· Liaison with Dept of Education

· Oversee Divisional Planning – Educational Strategic Planning, Board Strategic Planning

	% of time spent

25%

15%

15%

10%

10%

10%

7%

8%




4.
Supervisory Responsibilities

no supervisory
establish quality and
formally recommend changes in


responsibilities
quantity of standards
number and class of positions

show employees how
ensure quality and quantity
interview employees with atten-


to do tasks
standards are met
dance or performance problems

give advice and guidance
discuss employees’ work performance
give an opinion to my supervisor


on work procedures
with subordinate supervisors
in selection of new employees

establish work priorities
discuss work performance of
interview candidates for vacant


and schedules
subordinates with my supervisor
positions in the division


allocate staff to meet short
formally appraise employees;
select candidates for vacant


term fluctuations in work
performance and discuss appraisal
positions in the division



with them

allocate staff to meet long-
recommend disciplinary action to
other (specify)


term fluctuations in work

my superiors
Represent RRVSD outside the

assign work to ensure
formally recommend
________________________


continuity of work flow
disciplinary action
________________________

5.
Supervision Received

	What kind of supervision, instruction or direction does this position receive?

The Red River Valley School Division Board of Trustees, as a whole, is the employer. Most directives come through the Chair of the Board.




6.
Organizational Reporting Relationships

	

	1.
To whom in the organization is the position accountable?

	

	
The Board of Trustees

	

	2.
Is direction received from any other person or persons?

	

	
The Board as a whole, special relationship with the Chairperson.

	

	3.
Does the position require working in close co-operation / collaboration with others?

	

	
Yes, all the time.

	

	4.
Does the position depend on other areas for information?

	

	
MASS, MAST, MASBO, MECY, Legal, other regulations (PSA, Education Act, MB Labour Act), other outside agencies

	


7.
Scope for Independent Action

	For what types of decisions must this position refer to the immediate supervisor?

None

For what types of decisions may this position rely on their own initiative?

All operational issues.




8.
Authorities exercised by this position:

	Employment Authority -

Hiring of teaching staff and support staff as per staffing policy

Fiscal Authority – 
Work with Secretary Treasurer and Assistant Superintendent and consult with appropriate department managers and school administrators in preparing the annual budget.




8.
Authorities exercised by this position (continued):

	Legislative Authority –
PSA, Educational Act, Labor Act, Human Rights




9.
Machines, Technology and Equipment

	List major tools, equipment, machines and technology used in the work, and the percentage of time spent using them.

Computer
50%
cell phone/PDA
50%




10.
Qualifications

	Describe the minimum education, training and experience required to perform the duties of this position.

Teaching certificate, Level 1 and 2 Administrator’s Certificate, Bachelor of Arts, Bachelor of Education, Masters Degree



11.
Other Comments

	Provide any additional information that would be useful in obtaining a proper appreciation of the scope and complexity of the position.
Liaison with outside agencies.




12.
Certifications/Approvals

	I have read the foregoing and understand that it is a description of the duties assigned to my position.

__________________________
__________________________

Employee’s Signature
Date




	I certify that this is an accurate description of the responsibilities required of the position and that it forms the basis for the performance appraisal of the employee.  The employee has received a copy of this position description.

__________________________
__________________________

Supervisor’s Signature
Date




	This position description form has been received in the Superintendent /CEO’s office, has been reviewed and is approved.

__________________________
__________________________

Superintendent & CEO or Designate
Date




Red River Valley School Division
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