Diocese of Evansville
Job Description

Position:  		Assistant Superintendent of Catholic Schools
Responsible to:		Daryl Hagan, Superintendent of Catholic Schools
Status:			Exempt; Full Time

Summary of Position:
The Assistant Superintendent of Catholic Schools serves to assist the superintendent as he/she serves as a primary voice of the Bishop in carrying out his prophetic role as the teaching authority for the Catholic faithful enrolled in Catholic schools in the Diocese of Evansville.  Assist the superintendent in his/her role of being the spiritual and educational leader of the Catholic school system in the Diocese of Evansville.  Works closely with the pastors/parish life coordinators of those parishes with schools, and with individual principals, to promote the operation of a Catholic school system.  Assist the superintendent in insuring that the school system reflects the highest ideals of Catholic education, meets the expectations of parents, and answers the requirements of the Indiana State Department of Education. 

Essential Duties and Responsibilities:
Title/Grant Coordinator – Special education services, federal title monies, etc…
Teacher Professional Development Coordinator - Grade/Subject level meetings, new teacher meetings, teacher mentor programs, certification hours, and religion certification
Website/Technology – Knowledge and ability to assist schools in this area as well as within the Catholic schools office
Safety/Crisis Coordinator – Drills, emergency disaster plans, safe environment, transportation
School Visitations – Conduct annual school visits
Meeting/Event Coordinator – Administrators’ Meetings, Back to School Gathering, retreats, new teacher meetings, etc…
Parental Concern – Field phone calls and meeting requests 
This listing is not to be construed as an exhaustive list of duties.  Other duties may be assigned by the superintendent.
[bookmark: _GoBack]Required and Preferred Education and Experience:
The desired candidate must have:
· A minimum of a Master’s degree in Educational Administration or similar content area from approved institutions of higher learning.
· Five years (preferred) or more of successful experience in educational administration (preferably in a Catholic school system).

Required and Preferred Knowledge, Skills, and Abilities:
The desired candidate must have:
· Demonstrated skills in conflict resolution, problem solving, collaboration, firm/impartial decision-making, computer literacy, and confident leadership.
· Knowledge of the Catholic Church at the national, diocesan, and parish levels.
· Knowledge of and sensitivity to a multicultural environment.
· The ability and willingness to drive/travel within the diocese and attend professional development opportunities throughout the nation.

Personal Characteristics:
The desired candidate must be/have:
· A committed and practicing Catholic.
· A personal life, including marital status that conforms to the teachings of the Catholic Church.
· An understanding of and be supportive of the Catholic philosophy of education.


