
 

 

 

 

Job Title: Deputy Superintendent Wage/Hour Status: Exempt/226 days   

Reports to: Superintendent Pay Grade: Pay Grade 14  

Dept./School: Administration Building  Date Revised: 03/29/2021 

 

Primary Purpose: 

Oversees Curriculum, Instruction, and Accountability services of the district.  Additionally 
responsible for district’s Student Services, Human Resource Services, Facilities, Maintenance, 
and Bond departments, and other departments as deemed appropriate by the superintendent. 
 

Qualifications: 

 Education/Certification: 

 Master’s degree in education or education administration 
 Valid Texas Administrator Certificate 

 

Special Knowledge/Skills: 

Knowledge of district-level major divisions 
Knowledge of school law and hearing procedures 
Ability to interpret policy, procedures, and data 
Ability to manage budget and personnel 
Ability to manage strategic change for the organization 
Strong communication, public relations, and interpersonal skills 
Knowledge of educational philosophy, research, strategies, and state/local law and policies. 
Skill in leading efforts to design, implement, measure, and improve educational programs and 
services. 
 

Experience: 

 5 or more years of successful administration in education 

 

Major Responsibilities and Duties: 

1.       Provides organizational leadership to curriculum, instruction, and accountability to ensure               
      the coordinated planning and consistent implementation of the district’s strategic plan,          
      making certain that programs and supports are effective and focused on student learning          
      and prioritized to meet individual campus needs.  

2. Assists the Superintendent in the daily operation of the school district. 
3. Serves as acting Superintendent in the Superintendent’s absence. 
4. Acts as the agent of the Board of Trustees in the Superintendent’s absence. 
5. Responds to inquiries from the Board of Trustees in the Superintendent’s absence. 
6. Provides leadership, administrative consultation and guidance to administrative staff. 
7. Represents the Superintendent and the District at community events and activities as 

designated. 
8. Assists the Superintendent in resolving administrative problems referred to that office. 
9. Assists with Board agenda and prepares reports for the Board, as needed. 
10. Evaluates the performance of administrative staff supervised and the performance of 

their respective administrative functions. 
11. Plans and conducts district-wide group or committee meetings as needed. 



12. Assists the Superintendent with governmental relations, working with area, state and 
national legislators to gather data and information to assist in interpreting the impact of 
legislation on the district. 

13. Facilitates the district’s strategic planning and manages initiatives related to the district 
improvement plan. 

14. Develops and oversees the district’s Strategic Change Management process. 
15. Coordinates the district’s Vet Team. 
16. Keeps the superintendent properly informed regarding information essential to the 

effective management of the school system. 
17. Coordinates district’s employee involvement in Lone Star Governance. 
18. Supervises Human Resources; Student Services; Curriculum, Instruction, and 

Accountability; and Facilities, Maintenance, and Bonds departments.  
19. Uses management practices that promote collegiality, teamwork, and collaborative 

decision making among staff. 
20. Develops and implements procedures to ensure that employees are informed of policies, 

procedures, and programs that affect them. 
21. Implements policies associated with and oversees processing of employee and student 

complaints and grievances. 
22. Ensures that programs are cost effective and that funds are managed prudently. 
23. Performs any other duties as assigned. 
 

Supervisory Responsibilities: 
 
Supervise and evaluate the performance of personnel in Curriculum, Instruction, and Assessment; 
Human Resource Services; Student Services; and Facilities, Maintenance, and Bonds departments. 
 

Working Conditions: 

Mental Demands/Physical Demands/Environmental Factors: 

Maintain emotional control and stability under stress.  Frequent district-wide and statewide travel; 
occasional prolonged and irregular hours. 


