Eastern Illinois University

The Keep

Masters Theses Student Theses & Publications

1976

The Development of Job Descriptions for
Community Unit District No. 20, Lawrenceville,
[llinois

Donn W. Hammer

Eastern Illinois University

This research is a product of the graduate program in Educational Administration at Eastern Illinois
University. Find out more about the program.

Recommended Citation

Hammer, Donn W,, "The Development of Job Descriptions for Community Unit District No. 20, Lawrenceville, Illinois" (1976).
Masters Theses. 3390.
https://thekeep.eiu.edu/theses/3390

This is brought to you for free and open access by the Student Theses & Publications at The Keep. It has been accepted for inclusion in Masters Theses

by an authorized administrator of The Keep. For more information, please contact tabruns@eiu.edu.


https://thekeep.eiu.edu
https://thekeep.eiu.edu/theses
https://thekeep.eiu.edu/students
www.eiu.edu/edadmin/educational_administration.php
www.eiu.edu/edadmin/educational_administration.php
mailto:tabruns@eiu.edu

PAPER CERTIFICATE #2

TO: Graduate Degree Candidates who have written formal theses.

SUBJECT: Permission to reproduce theses.

The University Library is receiving a number of requests from other
institutions asking permission to reproduce dissertations for inclusion
in their library holdings. Although no copyright laws are involved, we
feel that professional courtesy demands that permission be obtained
from the author before we allow theses to be copied.

Please sign one of the following statements:
Booth Library of Eastern Illinois University has my permission to lend

my thesis to a reputable college or university for the purpose of copying
it for inclusion in that institution's library or research holdings.

A@%an/?% L

Date / Author

I respectfully request Booth Library of Eastern Illinois University not
allow my thesis be reproduced because

Date Author



THE DEVELOPMENT OF JOB DESCRIPTIONS FOR

COMMUNITY UNIT DISTRICT NO. 20
(TITLE)

LAWRENCEVILLE, ILLINOIS

BY

DONN W. HAMMER

B.S., Eastern Illinois University, 1962
M.S. in Ed., Eastern Illinois University, 1964

THESIS

SUBMITTED IN PARTIAL FULFILLMENT OF THE REQUIREMENTS
FOR THE DEGREE OF

Specialist in Education

IN THE GRADUATE SCHOOL, EASTERN ILLINOIS UNIVERSITY
CHARLESTON, ILLINOIS

1976

YEAR

| HEREBY RECOMMEND THIS THESIS BE ACCEPTED AS FULFILLING
THIS PART OF THE GRADUATE DEGREE CITED ABOVE

\ 76

DAT 1 ADVISER

(}fm'ﬁ 27, /976 _
DAT t DEPARTMENT HEAD




Chapter

I.

II.

III.
Iv.

V.

TABLE OF CONTENTS

INTRODUCTION &« o « o« o o &

STATEMENT OF THE PROBLEM.

DEFINITION OF TERMS . .

SCOPE OF THE STUDY. . .

REVIEW OF RELATED LITERATURE.

METHOD OF OPERATION. . . .
PROCEDURE « « « o « o &
USAGE OF RESULTS. . . .

LOG OF ACTIVITIES. . . . .

JOB DESCRIPTION MANUAL . .

CONCLUSIONS AND RECOMMENDATIONS.

BIBLIOGMPHY L] L] L L] L] L] ° . L] L] .

APPENDIX [ . . [ [ ° [ [ ° . o ° .

341467

ii

15
15
17
19
22
81l
83

85



Chapter I

INTRODUCTION

‘"Statement of the Problem

A job description is a permanent record of a management
“decision that someone is to do certain work.l Job descrip-
tions including professional competencies--qualifications,
skills, and abilities--are essential for the employer and
iemployee for maximum efficiency and production of the organi-
>zation. Overlapping work areas, misunderstandingé of what
-is expected, and unqualified individuals filling specific
Tpositions can be eliminated by the use of functional job
~descriptions.
An effective job description has the following character-
':istics:
1. It identifies the job's title.

2. It indicates the kind and extent of skills,
knowledge, and abilities required in the job.

3. It makes clear the job's position in the
chain of supervision.

4. It relates each job to its ultimate clients--
the students.

5. It presents the major performance responsibili-
ties that make up the job.

6. It states the terms of employment and the
evaluation criteria for the job.

lJob Descriptions in Education (Evanston, Illinois:
- .National School Board Association, 1973), p. 6.




7. It provides for a review procedure and the
indiv@dugl'szacknowledgment of his job
description.

School districts need job descriptions because a jéb
can mean many things to many people. Properly used, the
job description ties all elements of the employer—-employee
relationship into a unified perspective. Many teachers have
rejected job descriptions in tﬁe past, perhaps because they
were aware that industry had used job descriptions to evalu-
ate job performance. However, it should be indicated to the
dissenters that both government and industry use job descrip-
tions for management workers as well as production workers.
The fact is that job descriptions work for the benefit of
all workers of the organization. It appears that teacher
organizations now accept the usefulness of job descriptions -
as they surely help eliminate the inept and poorly qualified.3

Mr. James Courtney, superintendent of Unit District No.
20, expressed his feelings on the importance of job descrip-
tions. "I feel that a job description is an important tool
for a school system and helps an individual‘to increase his
job satisfaction. Evaluation, formal or informal, takes
place in all school systems. An employee should know what is
expected of him and how well he is performing. A job descrip-

tion will describe job responsibilities and define limits of

authority and areas of concentration. It should also ilmprove

2

3Ibido’ po 8.

Ibid.’ p. 7.



day-to-day efficiency."4

At present almost no written job descriptions including
professional competencies exist for Community Unit School
District No. 20. Because of the newness of the Unit, time
has not previously been available for the writing of job
descriptions. Community Unit No. 20 was formed in April,
1972, and includes the following schools: Lawrenceville High
School, Parkview Junior High School, St. Francisville Junior
High School and Elementary, Arlington Elementary, Lincoln
Elementary, Central Elementary, and Brookside Elementary.
The school district consists of 2,277 students, 137 certified
employees, and 72 non-certified employees.

Assistant Superintendent, William Waggoner, expressed
the imperative needs for job descriptions for Community Unit
District No. 20 with the following statement:

"Unit District No. 20 presently has an urgent

need to clearly define the jobs and areas of respon-

sibility for each of its administrative and super-

visory personnel. The present practice of defining
jobs at the time of initial hiring and then later
adding and deleting duties by verbal communications

has served to create nebulous, indefinite job

descriptions. I believe that every person has a

right to know exactly what is expected of him in

the way of qualifications and growth expectancies

as well as duties and responsibilities. Further,

the Unit should be assured that no areas of respon-

sibilities concerning a particular job are left

unassigned. Even though the task of writing job

descriptions for all supervisory personnel in this
district has been left undone until now, I believe

4Interview with James Courtney, Superintendent of Community
Unit School District No. 20, Lawrenceville, Illinois, January
16, 197s6.



thatsthis need is very great for Unit District No.
20."

To be in compliance with the Illinois Program for

Evaluation, Supervision, and Recognition of Schools, Circular

Series A, Number 160 and its accompanying interpretative
letters and with the policies of the Board of Education of
Unit No. 20, a set of job descriptions including professional
competencies will be written by July 1, 1976, as stated in

the local education plan filed with the Illinois Office of

Education.6

The author has accepted this task after discussing the
imperative needs for the job descriptions with Mr. James
Courtney and Mr. William Waggoner, administrators of Unit
District No. 20. Also, the author will use this project as
a means of completing the field study requirement for the

Specialist in Education degree at Eastern Illinois University.

Definition of Terms

Terms used in this project or in related study have the

-

following meanings:

Job Description--connotes a written statement of infor-
mation, gained through a job analysis, which clarifies the -

nature of the job in order that the job may be identified,

SInterview with William Waggoner, Assistant Superintendent
of Community Unit No. 20, Lawrenceville, Illinois, January 20,
1976. -

Educational Plan, Community Unit School District No.
20, Lawrenceville, Illinois, July, 1975, p. 35.




titled, and understood in terms of all that it includes and

requires.7

Professional Competencies--refer to the qualifications,

skills, and abilities required for a specific job. This
includes basic information on every task covered in the job
description, plus additional facts that must be considered
when an individual is being sélected for a specific job.

Job Analysis--involves the analysis of a job to ascer-

tain what the worker does, how he does it, why he does it,

and the skills involved.®

Job Classification--refers to the orderly arranging of
9

jobs into certified or non-certified groups.

Job Listing--refers to a list of all positions in the
10

system.

Job Rating--involves the evaluating and relating of

jobs in some logical order for the purpose of ascertaining

the relative worth of each job.11

Performance Responsibilities--refers to the specific
12 -

tasks that occupy an employee's work day.

7James Van Zwoll, School Personnel Administration (New
York: Appleton-Century-Crofts, 1964), p. 42.

8Ibid., p. 41.

gIbid.’ p. 43.
loIbid.’ p. 40.
11

Ibid., p. 48.

12 . . . .
Job Descriptions in Education, p. 26.




Scope of the Study

Due to the July 1, 1976, deadline for the completion of
job descrip;ions for Community Unit District No. 20, the
author will not have sufficient time to write descriptions
for each job in the Unit. Rather, the author will concen-
‘trate on writing descriptions for administrative and super-
visory jobs and any additional specific jobs desired by
Superintendent Courtney. The format used for the descriptions
will be the one required by Mr. Courtney, which is based on
the model suggested in the National School Board Association's

publication, Job Descriptions in Education. For the purposes

of this project, professional competencies will be included
in the qualifications section of the job descriptions and
will be considered integral parts of the descriptions.

The author will write descriptions for the subsequent
" positions for the purposes of a field study experience for
‘Eastern Illinois University and the completion of mandates
‘'placed on Community Unit District No. 20:

1. Adult Education Director

2. Assistant High School Principal

3. Assistant Superintendent (Curriculum)

4. Assistant Superintendent (Pupil Services)

5. Athletic Director

6. Bus Duty Supervisor (Elementary)

7. Educationally Mentally Handicapped Teacher

8. Elementary Librarian

9. Elementary Teacher



10.
11.
12.
13.
14.
15.
16.

170

18.
19.
20.
21.
22.
23.
24.
25.
26.
27.
28.
29.
30.
31.

Executive Secretary

Guidance Director

Head Cook

High School Teacher

Junior High School Teacher
Learning Disabilitigs Teacher
Librarian (Parkview)

Lunch Duty Supervisor (Parkview)
Maintenance Engineer

Princiéal (Brookside)

Principal (High School)
Principal (Parkview)

Principal (St. Francisville)
Reading Coordinator

Safety Officer

School Nurse

School Psychologist

Speech, Hearing, & Language Therapist
Superintendent

Transportation Coordinator & Maintenance Chief
Truant Officer

Vocational Education Director

Review of Related Literature

In reviewing related literature, the author came to the

conclusion that few articles or books have been written con-

cerning job descriptions in education. In most instances,



information wﬁich was found concerning job descriptions was
found in school personnel administration books. It is the

author's opinion that publications concerning job descfip-

tions will become more numerous as a result of the mandates
placed on public school syétems.

Only two books dealing solely with job descriptiohs in

education were discovered by the author--Job Descriptions:

How to Use Them, How to Write Them and Job Descriptions in

Education. Published by the National School Board Associa-

tion (NSBA) in 1973, Job Descriptions in Education appears

to be the "Bible" in this area of personnel administration.
The comprehensiveness of the NSBA's service is impressive in
that it is based on four interrelated materials:

l. The Job Description in Education Reference
-Manual--which provides model job descriptions
gathered from public school systems across
the country and edited in a professionally
tested format.

2. The Job Description in Education District
Manual--which is a permanent binder for the
local job descriptions after they have been
written.. Job descriptions covering 98 separ-
ate occupational titles are listed. ‘

3. The Job Description in Education Quarterly
Supplement--which i1s an updating service that
provides 15 to 20 new model descriptions each
qguarter.

4. The Job Description in Education Handbook for
Developing Performance Job Descriptions—-which
serves as a guide for transferring model
descriptions into local descriptions.

Fawcett in School Personnel Administration states tha£

job descriptions are essential tools in selection of personnel,

evaluation of performance, planning the work of the organization,



determining salary structure, promotion policies, and other
administrative functions. He also feels that for descriptions
to be effective it is imperative that they indicate how the

work one does fits into the whole plan of work for the dis-

13

trict. Davis and Nickerson in Critical Issues in School

Personnel Administration also feel that job descriptions have
an essential importance in the recruitment, selection, assign-
ment, and evaluation of personnel. Further, they express
that a job description could be used as a basis for allo-
cation of salaries.l?

The administrator who initiates the job description
program should pursue these seven steps accbrding to Davis

and Nickerson:

1. Educate the staff to the advantages of a job
description program.

2. List the functions necessary to achieve the
school's objectives.

3. Select the format and style guide to be used
in writing the descriptions.

4. Examine the existing system to ascertain who
is doing what and what is not being done.

5. Involve all employees in a department in help-
ing determine the job descriptions for that
department.

6. Provide for an administrative review of the
job description.

l3Clyde W. Fawcett, School Personnel Administration (New
York: The MacMillan Company, 1964), p. 19. .

4 Lo ‘

Donald E. Davis and Neal C. Nickerson, Critical Issues
in School Personnel Administration (Chicago: Rand McNally &
Company, 1968), p. 37.
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7. Make aﬁgustments in the descriptions as changes
occur.

In Developing an Effective School Staff Evaluation

Program, the advantages and disadvantages of job descriptions

are listed.

Advantages:

1. Job descriptions let- the employee know which
task he is expected to perform.

2. Job descriptions eliminate overlapping respon-
sibilities and clarify role expectancies.

3. Job descriptions provide a check of complete
district tasks to be performed, and they assure
that important tasks are not missed.

Disadvantages:

1. Job tasks change over time, and the descriptions
may not be rewritten to reflect the changes.

2. Development of a comprehensive set of deScrig—
tions is a costly, time-consuming activity.l

Also in this book, Herman states that job descriptions can
serve as functional evaluative instruments if the descrip-
tions are developed on the basis of an analysis of the work

17

performed. The evaluative value of job descriptions is

also mentioned by Chandler and Petty in Personnel Management

in School Administration; and in Critical Issues in School

Personnel Administration, it is stated that the evaluation

of each employee's effectiveness cannot be made unless the

151pid., pp. 39-40.

16Jerry J. Herman, Developing an Effective School staff
Evaluative Program (West Nyack, N.Y.: Parker Publishing
Company, 1973), p. 59.

171pia., p. 93.
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evaluator first knows what the employee is to do.18

In Principles of Staff Personnel Administration in Public

Schools, the author expresses that job descriptions enable
staff members to better understand and appraise the dimensions

of their jobs.19 It is indicated in The Public Administration

of American School Systems that a job description could be
used as a tool to encourage wéll qualified high school stu-
dents to consider the teaching profession as a career.
Providing this kind of information would, hopefully, act as
a stimulus to a person considering teaching.20

According to Job Descriptions in Education, job descrip-

" tions are the school administration's basic resources in the
three important areas of organizational planning, budgeting,
- and personnel administration. They allow for planning the -
ways and means by which a job will be done, for controlling
.operations to see that the job is effectively completed, and
‘for selecting and developing the people who will do the job.
It is also stated that a job description program is the best
- method of accounting for the performance of its émployees to

the public.?l

18pavis and Nickerson, p. 38.

19Willard S. Elsbree and Edmund Reutter, Principles of
Staff Personnel Administration in Public Schools (New York:
Bureau of Publications, Columbia University, 1959), pp. 8-9.

‘ 207ames Kincheloe, George Madden, and Van Miller, The.
Public Administration of American School Systems (New York:
The MacMillan Company, 1972), p. 178.

21Job Descriptions in Education, p. 9.
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It is stressed in The Superintendency Team that job

descriptions must be reviewed and updated in order to be
effective. The two reasons for updating are change and the
inability to anticipate all tasks, both of which may produce
gaps in the total administration of the school system and
contribute to overlapping responsibilities.22

The concept of matching éhe person to the specific
position is essential, as administrators become aware of the
unique problems within each building. Without job descrip-
tions, Davis and Nickerson stress that dichotony of roles
-and lack of job specifications is inevitable. Also, the

evaluation of personnel will be hindered unless the evaluator

knows what each employee is supposed to do.

that a position analysis is essential before a job description
can be done. He further states the position analysis includes
an analysis of the job as well as an analysis of the employee.
He stressed that in 1966 only 5% of the schools he surveyed
used a specific job description form; and that as the size of |
the district increased, the information in the job descrip-
‘tions tended to become less specific.23

Concerning the writing and uses of job descriptions, Van

22p3win A. Fensch and Robert E. Wilson, The Superinten-
dency Team (Columbus, Ohio: Charles E. Merrill Books, Inc.,
1964), p. 103.

23pale L. Bolton, Selection and Evaluation of Teachers
(Berkeley: McCutchan Publishing Corporation, 1973), p. 5
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Zwoll in School Personnel Administration states that the matter

of language used is important and that the technical language
of education--sometimes called pedaguese--should be avoided.
To avoid specialized 1anguage and to ascertain if the descrip-
tion fits the job, the description should be reviewed by the
worker, the supervisor, and by a layman who could attest to
the clarity or ambiguity of tﬁe description.24

According to Job Descriptions in Education, school

boards are legally responsible for the on-the-job performance
of every public school employee; and, consequently, the
American people are holding school boards accountable for the
efficiency and quality of school operations. Because teachers
and administrators need to know and the public wants to know
“what each job means, it is the board of education's respon-
sibility to mandate, through a policy, a program of written
job descriptions. This implies that an effective job descrip-
tion program requires a clear agreement between the board and
the superintendent as to the content and uses of job descrip-
tions within the unit.2° )

Green in Administrative Appraisal: A Step to Improved

Leadership indicates the importance of job descriptions

existing for administrators, especially principals. He
further states that many administrators have never seriously

reviewed their job descriptions, even though the descriptions

24yan zwoll, p. 43.

2530b Descriptions in Education, p. 1ll.
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delineate the scope of the principal's responsibility.26

In Profiles of the Administrative Team, a publication of

the American Association of School Administrators, it is
stated that the trend toward specialization in education has
a significant influence on the role of the general administra-
tor. Job descriptions for specialists are essential in de-
fining roles, developing operétiopal procedures, providing
pre-service and in-service education, and developing guide-
lines.for helping mesh the specialists' services into the
resources of the school system. It is further indicated that
job descriptions for specialists are necessary to keep the
~new positions in proper perspective and to insure that the
new positions are appropriately located in the organizational

structure.27

26Robert E. Greene, Administrative Appraisal: A Step.to
Improved Leadership (Washington, D.C.: National Association of
Secondary School Principals, 1972), p. 17.

27Profiles of the Administrative Team (Washington, D.C.:
American Association of School Administrators, 1971), pp. 36-37.




Chapter II

METHOD OF OPERATION

Procedure

At the Community Unit District No. 20 monthly Board
of Education meeting held on 5ecember 20, 1975, Superintendent
James Courtney informed the Board, "Job descriptions for the
Unit are due by July 1, 1976, and Donn Hammer has agreed to
undertake the project with your approval." The Board granted
approval.28

On Friday, February 13, 1976, Mr. Courtney informed all
personnel of Community Unit District No. 20 at a Workshop Day
held at Lawrenceville High School that the author was writing
job descriptions for the Unit and that certain individuals
would be contacted by the author for help with the project.
To further introduce the project, Superintendent Courtney
prepared a statement to the employees that indicated the
value and significance of the study for the betterment of
the Unit. A copy of the statement appears in the appendix
of this project.

All employees in positions for which job descriptions

-were to be written were contacted by the author who gave a

‘packet of information to them. 1Included in the packet were

28Minutes of the monthly meeting, December 20, 1975,
-Board of Education of Community Unit District No. 20,
Lawrenceville, Illinois.

15
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the statement from Mr. Courtney, a model format, a sample job

description, a blank job description form, and a set of

instructions. Employees were informed that the author would

visit them one week from the day the packets were delivered

to procure the forms, answer questions, and secure further

information.

The employees were asked to consider the following

instructions when completing the job description form:

1.

2.

Avoid long statements that are difficult to
write and read.

Avoid vague, indefinite terms and be careful
not to use words that are misleading.

Stick to statements of facts and avoid unsup-
ported statements of personal opinions or
conclusions.

Give enough of the why and the how of the job '
so that it can be understood by one who is
only generally familiar with the job.

Use an example if a point is difficult to
explain.

Make the description long enough to accomplish
its purposes and concise enough not to waste

a reader's time. ,

Be alert to factors that might make the job
description obsolete.

Complete the blank form in pencil in order
that adggtions and deletions may be made
easily.

Also, employees were asked to review the sample job

description and the model format (See Appendix) that were

in the packet.

2930b Descriptions in Education, p. 39.
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When the author visited the employees approximately a
week later to collect the forms and answer questions, he
carried a cassette recorder to record information that may
not have appeared in the written comments. No employees
objected to the use of the recorder, and most seemed to
appreciate the opportunity to explain what they had written.
Using the pencil-written form and the recordings, the author
wrote a final form that he reviewed with the employees to

insure an accurate, comprehensive final product.

Usage of Results

When the project is completed, copies of the job
descriptions will be presented to the Board of Education for
the purpose of approval as official documents of Community
' Unit District No. 20. Another copy will be sent to the
Illinois Office of Education as evidence of Community Unit

District No. 20's compliance with the mandates requiring job
.descriptions, including professional competencies, by July 1,
1976. Also, a copy of each job description wili,be placed in

the Job Description District Manual kept in the superinten-

~dent's office.

The superintendent and the assistant superintendents
will be given copies of the job descriptions to assist them
in selecting applicants for positions, reviewing assign-
“ments and duties, developing evaluation forms and criteria,
and ascertaining if changes are needed. Also, a copy of the

job descriptions will be given to each individual who is
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filling a position for which the description was written.

As previously stated, the author will use the completed
project as evidence of the completion of a field study project
- for the Specialist in Education degree at Eastern Illinois

University.



December

December

‘December

December
. December

‘January

January

" January
January

~January

January

January

3,

8,

9,

le,

17,

10,

14,

14,
le,

20,

21,

28,

1975

1975

1975

1975

1975

1976

1976

1976

1976

1976

1976

1976

Chapter III

LOG OF ACTIVITIES

Superintendent Courtney and Assistant
Superintendent Waggoner discussed the
need for job descriptions with the
writer.

The writer called Dr. Shuff to discuss
the possibility of using the project as
a field study topic.

The writer sent a project proposal to
Dr. Shuff.

The writer received approval from Dr.
Shuff for using the job description proj-
ect as a field study topic.

Superintendent Courtney informed the

Community Unit District No. 20 Board of
Education that the writer had agreed to
write the job descriptions for the Unit.

The writer registered at Eastern for the
field study courses.

The writer called the Illinois Office of

Education office in Mt. Vernon for infor-
mation concerning professional competen-

cies and job descriptions.

The writer called Dr. Shuff concerning
the organization of the paper.

The writer interviewed Superintendent
Courtney.

The writer interviewed Assistant Super-
intendent Waggoner to obtain information
concerning the importance of job descrip-
tions for Unit No. 20.

The writer visited the library at Eastern
Illinois University for research purposes.

The writer used the library at Eastern
for research purposes.

19
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February
February
February
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23,

24,

24,

1976

1976

1976

1976

1976

1976

1976

1976

1976

1976

1976

1976

1976

1976
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The writer talked with Dr. Shuff by phone
concerning the project.

The
for

writer used the library at Eastern
research purposes.

The
the

writer met with Dr. Shuff to discuss
first three chapters of the paper.

The writer was sent to the Eastern library
by Dr. Shuff for the purpose of obtaining
material-from ERIC.

The writer distributed job description
packets to administrators of Unit District
No. 20.

The writer received five job descriptions
from administrators.

Superintendent Courtney informed all
teachers of Unit District No. 20 at the
Workshop Day that the writer would be
writing job descriptions for the Unit.

The writer distributed job description
packets to certificated personnel.

The writer received job descriptions from
three administrators.

received ERIC and CIJE cita-
the library at Eastern.

The writer
tions from

The writer
packets to

distributed job description
non-certificated personnel.

The
the
and

writer received job descriptions from
reading coordinator, psychologist,
athletic director.

The
the

writer received job descriptions from
adult education director.

The writer received job descriptions from
the vocational educational director, ele-
mentary teacher, and elementary librarian.
The writer received job descriptions from
the speech correctionist, EMH teacher,

and learning disabilities teacher.



February 26,
February 27,
March 1,

March 2,3,4,
5,8,9

~ March 6,

March 8-9,
March 10-11,
March 13,
March 19,
;March 30,
April 12,

April 27'

1976
1976

1976

1976

1976

1976
1976
1976
1976
1976
1976

1976
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The writer received the bus supervision
and lunchroom supervisor job descriptions.

The writer received the truant officer
and safety officer job descriptions.

The writer received the job descriptions
from a high school teacher, junior high
school teacher, the transportation coor-
dinator, and the guidance director.

The writeér reviewed the job descriptions
with Assistant Superintendent Waggoner,
edited the descriptions, corrected faulty
English, and returned the job descrip-
tions to the people who originally wrote
them. All personnel agreed with the
editing and correcting. Parkview secre-
taries typed the job descriptions in
rough draft form.

The writer worked on footnotes and the
bibliography for the paper, using Turabian
as a guide.

The writer wrote the conclusions and
recommendations for the project.

The writer wrote the log from notes
accumulated as the project was written.

The writer wrote the abstract for the
project.

The writer contacted Dr. Shuff for an
appointment to discuss the project.

The writer met with Dr. Shuff and gave
him a copy of the project.

The writer picked up the project from
Dr. Shuff.

The writer had the oral examination and
obtained final approval of the paper.



Chapter 1V

JOB DESCRIPTION MANUAL FOR COMMUNITY UNIT

SCHOOL DISTRICT NO. 20~--LAWRENCEVILLE, ILLINOIS

Job Descriptions

10.
11.
12.
13.
14.
15.
l6.
17.
18.
19.
20.

21.

Adult Education Director

Assistant High School Pfihcipal

Assistant Superintendent (Curriculum)
Assistant Superintendent (Pupil Services)
Athletic Director

Bus Duty Supervisor (Elementary)
Educationally Mentally Handicapped Teacher
Elementary Librarian |
Elementary Teacher

Executive Secretary

Guidance Director

Head Cook

High School Teacher

Junior High Teacher

Learning Disabilities Teacher

Librarian (Parkview)

Lunch Duty Supervisor (Parkview)
Maintenance Engineer

Principal (Brookside)

Principal (High School)

Principal (Parkview)

22
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22, Principal (St. Francisville)

23. Reading Coordinator

24. Safety Officer

25. School Nurse

26. School Psychologist

27. Speech, Hearing, & Language Therapist

28. Superintendent

29. Transportation Coordinator & Maintenance Chief
30. Truant Officer

31l. Vocational Education Director



Title:

JOB DESCRIPTION

Community Unit District No. 20

Adult Education Director

Qualifications: Valid administrative certificate

Other such qualifications as the Board may
find appropriate and acceptable

Reports to: Superintendent and/or assistant superintendent

of curriculum

Supervises: Adult Education Program staff

Job Goal:

To extend the benefits of the district's
educational program to as wide a section of
the community as are interested and as can
benefit from continued exposure to academic
work and avocational courses

Performance Responsibilities:

l.

2.

10.

Arrange courses to fit the expressed needs of adults
in the community. .

Secure competent and certified part-time instruction
for the program.

Supervise instruction and administer the program of
adult education.

Maintain all necessary records and oversee attendance
bookkeeping.

Publicize the offerings of the program.‘

Assist in estimating the annual financial needs of
the program.

Requisition necessary supplies.

File, or cause to be filed, all state reports and
claims.

Cooperate with the principal of the high school where
the classes are conducted.

Perform such other tasks and assume such other respon-

sibilities as may from time to time be assigned by the
superintendent or assistant superintendent of curriculum.
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Terms of Employment:

Evaluation:

Length of each year's program

Performance of this position will be
evaluated annually.
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Title:

JOB DESCRIPTION

Community Unit District No. 20

Assistant Principal (High School)

Qualifications: 1. Master's Degree

2. Valid certification as an administrator
or supervisor

3. Such alternatives to the above qualifi-
cations as the Board may find appropriate
and acceptable

"Reports to: Principal

Job Goal:

To relieve the principal of such duties that
prevent him from fulfilling his chief respon-
sibility of promoting the educational well-
being of each student in the school

Performance Responsibilities:

l. Serve as principal in the absence of the regular
principal.
2. Assist the principal in the overall administration
of the school.
3. Perform such tasks and assume such responsibilities
as may from time to time be assigned.
4. Assist in maintaining discipline and developing
disciplinary policies.
5. Assist in hiring and evaluating staff members.
6. Assist in preparing the master schedule.
7. Administer and enforce rules regarding attendance.
8. Assist in conducting safety drills and procedures.
9. Assist in developing the student handbook.
10. Supervise at extracurricular activities and be respon-
sible for securing workers for all activities.
Terms of Employment: Ten months; salary to be established by
the Board
Evaluation: Performance will be evaluated annually

26



Title:

JOB DESCRIPTION

Community Unit District No. 20

Assistant Superintendent (Curriculum)

Qualifications: 1. Valid administrative certificate

2. Master's Degree

3. Other such qualifications as the Board
may find appropriate and acceptable

Reports to: Superintendent

Supervises: Such staff members as the superintendent

Job Goal:

may designate and personnel in the areas
of responsibility

To assist the superintendent substantially
and effectively in the task of providing
leadership in developing, achieving, and
maintaining the best possible educational
programs and services

Performance Responsibilities:

l.

2.

6.
7.

Provide leadership in the development of a modern
educational program for the district.

Keep informed as to the operation of the instruc-
tional program in all the schools for the purpose
of evaluating the instructional program and for
improving teaching procedures through conferences,
demonstrations, and other supervisory techniques.

Inaugurate studies and research in the areas of
enrollment growth, staffing needs, building needs,
and population trends.

Assist in the preparation and administration of the
budget.

Collect data and other information as assigned by
the superintendent.

Review reports as assigned by the superintendent. -
Supervise such personnel as the superintendent may

assign to his supervision either temporarily or
regularly.

27



28

8. Determine the textbook requirements in the individual
schools, consolidate those requirements, and cause
the necessary books to be ordered and distributed.

9. Recommend the addition of new courses and grade
placement of courses.

10. Improve present instructional program in cooperation
with principals, teachers, and other staff members.

1l. Plan and organize in-service programs related to
curriculum.

1l2. Select textbook committees in cooperation with prin-
cipals and administer the textbook selection and
adoption of books.

13. Serve as administrator of Title I, Title II, and
Gifted programs.

1l4. Be responsible for all records and reports required
by Title I, Title II, and Gifted programs.

15. Attend and participate in all regular and special
board meetings except when own employment and/or
salary is being considered.

16. Supervise the testing program for determining the
effectiveness of the total educational program.

17. Perform such other tasks and assume such other
responsibilities as may from time to time be assigned
by the superintendent.

Terms of Employment: Twelve months a year; salary to be
established by the Board

Evaluation: Performance of this position will be
evaluated annually



JOB DESCRIPTION

Community Unit District No. 20

Title: Assistant Superintendent (Pupil Services)
Qualifications: 1. Valid administrative certificate
2. Master's Degree

3. Other such qualifications as the Board
may find appropriate and acceptable

- Reports to: Superintendent

‘Supervises: ~ Such staff members as the superintendent may
designate and personnel in the areas of re-
sponsibility

Job Goal: To assist the superintendent substantially

and effectively in the task of providing
leadership in developing, achieving, and
maintaining the best possible educational
programs and services

Performance Responsibilities:

l. Provide leadership in the development of modern edu-
cational programs for the district.

2. Supervise such personnel as the superintendent may
assign to his supervision either temporarily or
regularly.

3. Supervise the district's transportation system and
plan for its needs.

4. Maintain all records and cause to be prepared all
transportatlon reports requlred by the superlntendent
and the various state agencies.

5. Recommend personnel needs of the transportatlon
department.

6. Direct and coordinate the special services program
for the mentally and physically handicapped and for
the emotionally disturbed.

7. Compile operational information and reports for the
special services program.
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8. Supervise the organization and operation of the
cafeteria programs in the district.

9. Compile operational information and reports for the
cafeteria programs in the district.

10. Assist the superintendent in scheduling and coordi-
nating maintenance work on buildings and grounds.

1ll. Receive calls and direct emergency maintenance work
in schools.

12. Assist in the preparation and administration of the
budget. '

13. Collect data and other information as assigned by the
superintendent.

l4. Review reports as assigned by the superintendent.

15. Attend and participate in all regular and special
board meetings, except when own employment and/or
salary is being considered.

l6é. Perform such other tasks and assume such other re-
sponsibilities as may from time to time be assigned
by the superintendent.

17. Supervise and coordinate the health services of the
district.

18. Assume control and supervision of the total school
organization in the temporary absence of the super-
intendent and act in his stead. Such control shall
be exercised to handle problems of an immediate
nature and shall be subject to review and change
upon the return of the superintendent.

Terms of Employment: Twelve months a year<ns1:XMLFault xmlns:ns1="http://cxf.apache.org/bindings/xformat"><ns1:faultstring xmlns:ns1="http://cxf.apache.org/bindings/xformat">java.lang.OutOfMemoryError: Java heap space</ns1:faultstring></ns1:XMLFault>