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Statement of the Problem 

Chapter I 

INTRODUCTION 

A job description is a permanent record of a management 

decision that someone is to do certain work. 1 Job descrip­

tions including professional competencies--qualifications, 

skills, and abilities--are essential for the employer and 

.employee for maximum efficiency and production of the organi-

zation. Overlapping work areas, misunderstandings of what 

-is expected, and unqualified individuals filling specific 

positions can be eliminated by the use of functional job 

· des·cription·s. 

An effective job description has the following character­

. is tics: 

1. It identifies the job's title. 

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

1Job Descriptions in Education (Evanston, Illinois: 
.National School Board Association, 1973), p. 6. 

1 



7. It.provides for a review procedure and the 
individual 1 s 2acknowledgment of his job 
description. 

School districts need job descriptions because a job 

can mean many things to many people. Properly used, the 

2 

job description ties all elements of the employer-employee 

relationship into a unified perspective. Many teachers have 

rejected job descriptions in the p~~t, 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 usefulnes·s· ·of job des·criptions 

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 improve 

2Ibid., p. 7. 

3Ibid., p. 8. 
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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 _s9hools: 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 

4rnterview with James Courtney, Superintendent of Community 
Unit School District No. 20, Lawrenceville, Illinois, January 
16, 1976. 



that5this need is very great for Unit District No. 
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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, 

5Interview with William Waggoner, Assistant Superintendent 
of Community Unit No. 20, Lawrenceville, Illinois, January 20, 
1976. 

6 
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 selected 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. 8 

Job Classification--refers to the orderly arranging of 

jobs into certified or non-certified groups. 9 

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

system. 10 

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 

tasks that occupy an employee's work day. 12 

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

8Ibid., p. 41. 

9Ibid., p. 43. 
10 . 

40. Ibid., p. 
11 

Ibid., p. 48. 
12 

Job Descriptions in Education, 26. p. 

5 



Scope of the Study 

Due to the July l, 1976, deadline for the completion of 

job descriptions for Community Unit District No. 20, the 
J 

author will not have sufficient time to write descriptions 

6 

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 ·des·criptions •· 

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) 

S. Athletic Director 

6. Bus Duty Supervisor (Elementary) 

7. Educationally Mentally Handicapped Teacher 

8. Elementary Librarian 

9. Elementary Teacher 
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10. Executive Secretary 

11. Guidance Director 

12. Head Cook 

13. High School Teacher 

14. Junior High School Teacher 

15. Learning Disabilities Teacher 

16. Librarian (Parkview) 

17. Lunch Duty Supervisor (Parkview) 

18. Maintenance Engineer 

19. Principal (Brookside) 

20. Principal (High School) 

21. Principal (Parkview) 

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 

31. 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 which was found concerning job descriptions was 

found in school personnel administration books. It is the 

author's opinion that publications concerning job descrip­

tions will become more numerous as a result of the mandates 

placed on public school systems. 

Only two books dealing sqlely with job descriptions in 

education were discovered by the author--Job Descriptions: 

8 

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: 

1. 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 is an updating service that 
provides 15 to 20 new model descriptions each 
quarter. 

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 that 

job descriptions are essential tools in selection of personnel, 

evaluation of performance, planning the work of the organization, 
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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

trict.13 Davis and Nickerson in Critical Issues in School 

Personnel Administration also feel that job descriptions have 

an essential importance in the r~c~uitment, 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.14 

The administrator who initiates the job description 

program should pursue these seven steps according 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. 

13clyde w. Fawcett, School Personnel Administration (New 
York: The MacMillan Company, 1964), p. 19. 

14nonald E. Davis and Neal c. Nickerson, Critical Issues 
in School Personnel Administration (Chicago: Rand McNally & 
Company, 1968), p. 37. 



7. Make a~~ustments in the descriptions as changes 
occur. 

10 

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 p~;form. 

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. 

2. 

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

Development of a comprehensive ·set of descri~­
tions is a costly, time-consuming activity. 1 

Also in this book, Herman states that job descriptions can 

serve as functional evaluative in_struments if the descrip­

tions are developed on the basis of an analysis of the work 

performed. 17 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 

15Ibid., pp. 39-40. 

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

l 7 Ibid. , p. 9 3. 
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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 well ~~alified 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 employees to 

the public. 21 

18Davis 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. 

20James 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 the p~rson 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. 

Bolton states in SeTectio·n· ·a·n·d Eva-iu·ati·o·n· ·o·f: Te·a:che·rs 

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 

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

23oale L. Bolton, Selection and Evaluation of Teachers 
{Berkeley: Mccutchan Publishing Corporation, 1973), p. s. 
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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--sometimcs called pedaguese--should be avoided. 

To avoid specialized language 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 the 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. 25 

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 

24 Van zwoll, p. 43. 

25Job Descriptions in Education, p. 11. 
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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 operational 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. 



Procedure 

Chapter II 

METHOD OF OPERATION 

At the Community Unit District No. 20 monthly Board 

of Education meeting held on Dece~er 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 

approvai. 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. Included 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 .c~:msider the following 

instructions when completing the job description form: 

1. Avoid long statements that are difficult to 
write and read. 

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

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

4. 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. 

5. Use an example if a point is difficult to 
explain. 

6. Make the description long enough to accomplish 
its purposes and concise enough not to waste 
a reader's time. 

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

8. Complete the blank form in pencil in order 
tha~ ad~~tions 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. 

29Job 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 p~oject 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 will.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. 



Chapter III 

LOG OF ACTIVITIES 

December 3, 1975 -- Superintendent Courtney and Assistant 
Superintendent Waggoner discussed the 
need foi job descriptions with the 
writer. · 

December 8, 1975 -- The writer cailed Dr. Shuff to discuss 
the possibility of using the project as 
a field study topic. 

December 9, 1975 -- The writer sent a project proposal to 
Dr. Shuff. 

December 16, 1975 -- The writer received approval from Dr. 

I 

Shuff for using the job description proj­
ect as a field study topic. 

December 17, 1975 -- Superintendent Courtney informed the 
Community Unit District No. 20 Board of 
Education that the write~ had agreed to 
write the job descriptions for the Unit. 

January 10, 1976 The writer registered at Eastern for the 
field study courses. 

January 14, 1976 -- The writer called the Illinois Office of 
Education office in Mt. Vernon for infor­
mation concerning professional competen­
cies and job descriptions. 

January 14, 1976 -- The writer called Dr. Shuff concerning 
the organization of the paper. 

January 16, 1976 -- The writer interviewed Superintendent 
Courtney. 

January 20, 1976 -- The writer interviewed Assistant Super­
intendent Waggoner to obtain information 
concerning the importance of job descrip­
tions for Unit No. 20. 

January 21, 1976 -- The writer visited the library at Eastern 
Illinois University for research purposes. 

January 28, 1976 -- The writer used the library at Eastern 
for research purposes. 

19 
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February 3, 1976 The writer talked with Dr. Shuff by phone 
concerning the project. 

February 4, 1976 -- The writer used the library at Eastern 
for research purposes. 

February 6, 1976 -- The writer met with Dr. Shuff to discuss 
the first three chapters of the paper. 

February 6, 1976 -- The writer was sent to the Eastern library 
by Dr. Shuff for the purpose of obtaining 
material·from ERIC. 

February 9, 1976 -- The writer distributed job description 
packets to administrators of Unit District 
No. 20. 

February 13, 1976 -- The writer received five job descriptions 
from administrators. 

February 13, 1976 -- 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. 

February 13, 1976 -- The writer distributed job description 
packets to certificated personnel. 

February 16, 1976 -- The writer received job descriptions from 
three administrators. 

February 18, 1976 -- The writer received ERIC and CIJE cita­
tions from the library at Eastern. 

February 18, 1976 -- The writer distributed job description 
packets to non-certificated personnel. 

February 20, 1976 -- The writer received job descriptions from 
the reading coordinator, psychologist, 
and athletic director. 

February 23, 1976 -- The writer received job descriptions from 
the adult education director. 

February 24, 1976 -- The writer received job descriptions from 
the vocational educational director, ele­
mentary teacher, and elementary librarian. 

·February 24, 1976 -- The writer received job descriptions from 
the speech correctionist, EMH teacher, 
and learning disabilities teacher. 
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February 26, 1976 -- The writer received the bus supervision 
and lunchroom supervisor job descriptions. 

February 27, 1976 The writer received the truant officer 
and safety officer joh descriptions. 

March 1, 1976 The writer received the job descriptions 
from a high school teacher, junior high 
school teacher, the transportation coor­
dinator, and the guidance director. 

March 2,3,4, 1976 --
5,8,9 

The writer reviewed the job descriptions 
with Assistapt 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. 

March 

March 

6, 1976 -- The writer worked on footnotes and the 
bibliography for the paper, using Turabian 
as a guide. 

8-9, 1976 -- The writer wrote the conclusions and 
recommendations for the project. 

March 10-11, 1976 -- The writer wrote the log from notes 
accumulated as the project was written. 

March 

March 

·March 

April 

April 

13, 1976 -- The writer wrote the abstract for the 
project. 

19, 1976 -~ The writer contacted Dr. Shuff for an 
appointment to discuss the project. 

30, 1976 -- The writer met with Dr. Shuff and gave 
him a copy of the project. 

12, 1976 -- The writer picked up the project from 
Dr. Shuff. 

27, 1976 -- The writer had the oral examination and 
obtained final approval of the paper. 



Chapter IV 

JOB DESCRIPTION MANUAL FOR COMMUNITY UNIT 
SCHOOL DISTRICT NO. 20--LAWRENCEVILLE, ILLINOIS 

List of Job Descriptions 

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. Executive Secretary 

11. Guidance Director 

12. Head Cook 

13. High School Teacher 

14. Junior High Teacher 

15. Learning Disabilities Teacher 

16. Librarian (Parkview) 

17. Lunch Duty Supervisor (Parkview) 

18. Maintenance Engineer 

19. Principal (Brookside) 

20. Principal (High School) 

21. Principal (Parkview) 
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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 

31. Vocational Education Director 



JOB DESCRIPTION 

Conununity Unit District No. 20 

Title: 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: 

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

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

3. Supervise instruction and administer the program of 
adult education. 

4. Maintain all necessary records and oversee attendance 
bookkeeping. 

5. Publicize the offerings of the program. 

6. Assist in estimating the annual financial needs of 
the program. 

7. Requisition necessary supplies. 

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

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

10. Perform such other tasks and assume such other respon­
sibilities as may from time to time be assigned by the 
superintendent or assistant superintendent o·f curriculum. 
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Terms of Employment: Length of each year's program 

Evaluation: 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 

·Reports to: 

Job Goal: 

2. Valid certification as an administrator 
or supervisor 

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

Principal 

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: 

1. 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 
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Title: 

JOB DESCRIPTION 

Community Unit District No. 20 

Assistant Superintendent (Curriculum) 

Qualifications: 1. Valid administrative certificate 

Reports to: 

Supervises: 

Job Goal: 

2. Master's Degree 

3. Other such qualifications as the Board 
may find app+opriate and acceptable 

Superintendent 

Such staff members as the superintendent 
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: 

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

2. 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. 

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

4. Assist in the preparation and administration of the 
budget. 

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

6. Review reports as assigned by the superintendent.~ 

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

11. Plan and organize in-service programs related to 
curriculum. 

12. Select textbook committees in cooperation with prin­
oipals and administer the textbook selection and 
adoption of books. 

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

14. 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 



Title: 

JOB DESCRIPTION 

Community Unit District No. 20 

Assistant Superintendent (Pupil Services) 

Qualifications: 1. Valid administrative certificate 

. Reports to: 

Supervises: 

Job Goal: 

2. Master's Degree 

3. Other such qualifications as the Board 
may find app~9priate and acceptable 

Superintendent 

Such staff members as the superintendent may 
designate and personnel in the areas of re­
sponsibility 

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: 

1. 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 
transportation reports required by the superintendent 
and the various state agencies. 

S. Recommend personnel needs of the transportation 
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. 
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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. 

11. 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. 

14. 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. 

16. 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; salary to be 
established by the Board 

·Evaluation: Performance of this position will be 
evaluated annually 



JOB DESCRIPTION 

Community Unit District No. 20 

Title: Athletic Director 

Qualifications: Valid teaching certificate 

Reports to: Principal of the High School 

Supervises: Coaches 

Job Goal: To make the school athletics a productive 
program for the working and learning benefit 
of as many students as possible and to make 
the total athletic and educational program 
as beneficial and successful as possible. 

Performance Responsibilities: 

1. Prepare or supervise the preparation of athletic 
records and reports, such as eligibility certificates, 
game schedules, player roster, athletic inventories, 
athletic insurance claim information, scouting reports, 
meeting and trip requests, and all other paper work 
required or appropriate to the high school's athletic 
program, including the contracting of events and 
securing of game officials. 

2. Prepare or supervise the preparation of the athletic 
program budget (wantlist) and present to the principal 
of the high school. Review all requisitions and 
monitor expenditures of the athletic department. 
This includes tournament expenses and meals for away 
games within the allotted request. 

3. Make recommendations for transfers and for placing 
individuals in coaching vacancies and to counsel 
with the head coach in each sport in assigning 
available assistants. 

4. Establish athletic guidelines for proper conduct of 
athletes/coaches and resolve individual coach and/or 
athlete problems. 

5. Plan, organize, supervise, and directly implement 
all high school athletic programs. 

6. Establish and maintain favorable relationships with 
local community groups and individuals to foster an 
understanding and solicit support for the overall 
high school athletic program. 
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7. Orient newly assigned high school coaches and assist 
in their development. 

8. Evaluate and counsel all high school coaches regard­
ing their individual and group performance. 

9. Arrange the practice schedules for the coaches on 
the fields and in the gymnasiums. 

10. Participate and represent the high school in athletic 
meetings, especially conference, as are required or 
appropriate. 

11. Conduct high school coaches' meeting to keep members 
informed of rule and policy changes at the local, 
state, and national levels as well as conference 
changes. 

12. Keep abreast of changes and developments in the field 
of athletics by attending select athletic meetings, 
reading athletic publications, and discussing athletic­
oriented problems with others in the field. 

13. Publicize tournament information and other high school 
athletics and recommend admission programs as appro­
priate. 

14. Plan and supervise an annual recognition program for 
school athletes. 

Terms of Employment: Nine months; salary established by the 
Board. 

Evaluation: Performance of this job will be evalu­
ated annually by the high school principal. 



JOB DESCRIPTION 

Conununity Unit District No. 20 

Title: Bus Supervisor (Lincoln) 

Qualifications: Valid teaching certificate 

Reports to: Building Principal 

Supervises: Bus students who arrive before school begins 
in the morning and who await transportation 
after school dismission 

Job Goal: To insure the safety and to be aware of the 
whereabouts of bus students before and after 
school 

Performance Responsibilities: 

1. Supervise and be aware of the whereabouts of bus 
students awaiting the beginning of school or trans­
portation home. 

2. Take appropriate measures to protect and provide 
emergency care for all students for whom responsi­
bility is assigned. 

3. Report to the principal, parents, and bus drivers 
any knowledge of a "mix-up" or misunderstanding of 
a student's accountability or of the student's 
assigned destination for a particular day. 

4. Maintain an atmosphere of pleasantness and concern 
for the bus students that will foster feelings of 
security and comfortableness. 

Terms of Employment: Nine months; salary established by the 
Board 

Evaluation: Continuous evaluation by building prin­
cipal 
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JOB DESCRIPTION 

CoITu~unity Unit District No. 20 

Title: Educable Mentally Handicapped Classroom Teacher 

Qualifications: Valid standard Illinois teacher's certificate 
with specialization in the area of educable 
mentally handicapped 

Reports to: Principal and Director of Special Education 

Job Goals: To provide experiences to help each student 
develop appropriate knowledge, skills, and 
attitudes consonant with his ability to 
become a functioning member of society 

·Performance Responsibilities: 

1. Plan a program of study that provides for individual 
needs, recognizing the limitations of the special 
education student. 

2. Provide a noncompetitive classroom environment to 
individualize the attainable skills and emphasize 
the positive self-concept of the student. 

3. Provide individual educational goals that direct 
the student toward developing his learning potential. 

4. Employ instructional methods and materials that are 
most appropriate for meeting stated individual ob­
jectives. 

5. Assess the accomplishment of students by providing 
progress reports, parent conferences, and staffings 
to help the individual become aware of his own 
progress. 

6. Maintain a positive school-parent relationship to 
help students and parents understand the program. 

7. Make diagnosis of individual needs and provide for 
meeting these needs. 

8. Seek to establish support for the child through 
counseling with school personnel. 

9. Develop reasonable rules of classroom behavioral 
procedures and maintain order in an appropriate 
manner; with the administration, guidance department, 
and psychological services, implement school policies 
of behavior. 
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10. Plan and supervise purposeful assignments for teacher 
aides and volunteers and evaluate their performances 
when necessary. 

11. Strive to maintain and improve professional compe­
tencies by attending staff meetings, in-service 
activities, and professional education courses. 

Terms of Employment: Nine months; salary established by the 
Board 

Evaluation: Performance evaluated twice annually 



JOB DESCRIPTION 

Conununity Unit District No. 20 

Title: Elementary Librarian (Lincoln) 

Qualifications: Valid teaching certificate with a minimum of 
18 semester hours in library science. 

Reports to: Building principal 

Job Goal: To produce an educational setting where stu­
dents seek answers to questions and learn 
concepts and skills through personal experiences. 

Performance Responsibilities: 

1. Direct the library center in a manner that permits 
the students to learn by the "discovery" method. 

2. Supervise students assigned to the library center 
to study or to do special work. 

3. Assist students in locating materials for their 
study. 

4. Select books and other instructional material to 
serve specific purposes. 

5. Circulate books and other materials to students 
and teachers. 

6. Help in the selection and coordination of the film 
orders for each grade. 

7. Work with children in small groups or individually. 

8. Provide books and other materials to students which 
will stimulate and challenge them to further learning. 

9. Help teachers decide when and where to use other 
technological devices in the teaching of students. 

10. Understand the school curriculum and methods of 
teaching it. 

11. Work cooperatively with other teachers in the school 
system. 

12. Maintain a broad knowledge of materials, equipment, 
and techniques needed to utilize effectively the IMC, 
including cataloging and classification. 
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Terms of Employment: Nine months; salary established by the 
Board 

Evaluation: Performance of this position will be 
evaluated twice annually 



JOB DESCRIPTION 

Corronunity Unit District No. 20 

Title: Elementary Teacher 

Qualifications: Valid teaching certificate 

Reports to: Principal 

Supervises: Teacher aide 
Student teacher 
Assigned volunteers 

Job Goal: To help students learn subject matter and/or 
skills that will contribute to their develop­
ment as mature, able, and responsible adults 

Performance Responsibilities: 

1. Plan a course of study that meets the individual 
needs, interests, and abilities of students. 

2. Create a classroom environment that is conducive to 
learning and appropriate to the maturity and inter­
ests of students. 

3. Guide the learning process toward the achievement 
of curriculum goals--and in harmony with the goals, 
establish clear objectives. 

4. Employ instructional methods and materials that are 
most appropriate for meeting stated objectives. 

5. Assess the accomplishments of students on a regular 
basis and provide progress reports as required. 

6. Refer learning disabilities of students to district 
specialists. 

7. Counsel with colleagues, students, and/or parents. 

8. Assist the administration in implementing all policies 
of the classroom, develop reasonable rules of class­
room behavior and procedure, and maintain order in 
the classroom in a fair and just manner. 

9. Plan and supervise purposeful assignments for teacher 
aide(s), student teacher(s), and/or volunteer(s); 
cooperatively with department head, evaluate their 
job performance. 
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10. Strive to maintain and improve professional compe­
tence. 
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11. Attend staff meetings and serve on staff committees 
as required. 

Terms of Employment: Nine months; salary established by the 
Board 

Evaluation: Performance of this job will be evaluated 
twice yearly 



Title: 

JOB DESCRIPTION 

Community Unit District No. 20 

Executive Secretary 

Qualifications: 1. High school diploma 

Reports to: 

Job Goal: 

2. Demonstrated proficiency in typing, taking 
of dictation, and a working command of 
mathematics 

3. Demonstrated.personality traits that 
encourage friendliness, frankness, and 
an atmosphere of imperturbation 

4. Demonstrated willingness to further the 
cause of the district at every oppor­
tunity 

5. Demonstrated loyalty to each other and 
to the Central Office administrators 

Superintendent and Assistant Superintendents 

To assist and relieve administration of 
paper work and impedimenta so that he may 
devote maximum attention to the central 
problems of education and educational admin­
istration 

Performance Responsibilities: 

1. Become familiar with all functions of the district 
office so that business can proceed during the 
absence of any district office personnel. 

2. Prepare correspondence, reports, and notices as 
required. 

3. Obtain, gather, and organize pertinent data as needed 
and put into usable form. 

4. Maintain filing system. 

5. Place and receive telephone calls. 

6. Order and maintain supplies as needed. 

7. Perform any bookkeeping tasks associated with the 
specific position. 
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8. Serve as a receptionist. 

9. Attend Board meetings, prepare the official minutes, 
and perform tasks necessitated by Board action. 

10. Schedule appointments and make arrangements for con­
ferences and interviews. 

11. Maintain confidentiality of verbal and written infor­
mation available by virtue of the position. 

Terms of Employment: Twelve months (eight-hour day); vacation 
schedule an9.salary established by the 
Board of Education 

Evaluation: Continuously by administrators 



Title: 

JOB DESCRIPTION 

Community Unit District No. 20 

Guidance Director-Counselor 

Qualifications: 1. Valid teaching certificate 

Reports to: 

Supervises: 

Job Goal: 

2. Pupil personnel services certificate 

High School Principal 

Guidance secretary 

To help students overcome problems that impede 
learning and to assist them in making educa­
tional, occupational, and life plans that 
will lead to meaningful, successful lives. 

Performance Responsibilities: 

1. Assume responsibility for making the budget for the 
department. 

2. Order tests, career materials, etc., for the depart­
ment. 

3. Administer testing program. 

4. Confer with other counselors in the organization and 
development of the department. 

5. Register new students and orient them to school 
procedures and the school's varied opportunities for 
learning. 

6. Aid students in course and subject selection. 

7. Maintain student records and protect their confiden­
tiality. 

8. Work to resolve students' educational handicaps. 

9. Work to discover and develop special abilities of 
students. 

10. Work to prevent students from dropping out of school. 

11. Make recommendations to colleges for admissions and 
scholarships. 

12. Arrange for tutors and summer school work. 
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13. Obtain and disseminate occupational information to 
students and to classes studying occupations. 
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14. Help students evaluate career interests and choices. 

15. Work with students on an individual basis in the 
solution of personal problems related to such items 
as home and family relations, health, and emotional 
adjustment. 

16. Confer with parents whenever necessary. 

17. Advise administrators an~_faculty on matters of 
student discipline. 

Terms of Employment: Eleven months; salary established by 
the Board 

Evaluation: Performance will be ~valuated annually 
by the high school principal 



JOB DESCRIPTION 

Conununity Unit District No. 20 

Title: Head Cook (Parkview) 

Qualifications: Demonstrated aptitude for successful perfor­
mance of the tasks listed 
Skills in recordkeeping 

Reports to: Building Principal 

Supervises: Kitchen workers and student help 

Job Goal: To serve the students attractive and nutri­
tious meals in an atmosphere of efficiency, 
cleanliness, and warmth. 

Performance Responsibilities: 

1. Supervise and instruct kitchen personnel in the safe, 
proper, and efficient use of all kitchen equipment. 

2. Act as the head cook at the Parkview building and 
supervise the food preparation for the satellite 
programs at Arlington and Lincoln. 

3. Maintain high standards of cleanliness and safety in 
the kitchen. 

4. Plan the menus and order the supplies. 

5. Check all invoices and keep records of the inventory. 

6. Order commodities each month. 

7. Call substitutes when needed and orient them to the 
job. 

8. Sell lunch tickets each morning before school. 

9. Analyze and cost out each menu. 

10. Assist in the supervision of the satellite programs 
at Arlington and Lincoln. 

11. Report immediately to the principal any problems or 
accidents occurring in the kitchen or cafeteria. 

12. Check food shipments into the school, signing inven­
tories after each order has been verified. 
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13. Determine the quantity of food to be prepared each 
day. 

Terms of Employment: Nine months; salary to be established 
by the Board 

Evaluation: Performance of this position will be 
evaluated twice annually 
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JOB DESCRIPTION 

Community Unit District No. 20 

Title: High School Teacher 

Qualifications: Valid teaching certificate 

Reports to: High School Principal 

Supervises: Student teachers and teacher aides 

Job Goal: To accomplish the objectives as set forth in 
the high school "Philosophy and Objectives" 

Performance Responsibilities: 

1. Know the orientation of his/her field of work in 
relation to the entire secondary program. 

2. Know the techniques of selecting textbooks, work­
books, and other teaching equipment. 

3. Be skilled in the construction, use, and interpreta­
tion of tests. 

4. Be acquainted with various instructional techniques 
and know when and how to use them for maximum learn­
ing. 

5. Be prepared to assume his/her share of the responsi­
bility in the pupil-guidance program. 

6. Create a classroom environment conducive to learning. 

7. Be enthusiastic and know the basic principles of the 
psychology of motivation; 

8. Be professionally prepared in teaching areas. 

9. Attend seminars, conferences, and lectures to keep 
updated on the latest developments in one's area. 

10. Assist the administration in carrying out the rules 
and regulations of the high school. 

Terms of Employment: Nine months; salary to be established 
by the Board 

Evaluation: Twice yearly by the principal or assistant 
principal 
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JOB DESCRIPTION 

Community Unit District No. 20 

Title: Junior High Teacher 

Qualifications: Valid teaching certificate 

Reports to: Principal 

Job Goal: To help students learn subject matter and/or 
skills that will.contribute to their develop­
ment as mature, able, and responsible adults. 

Performance Responsibilities: 

1. Plan a program of study that meets the individual 
needs, interests, and abilities of students. 

2. Create a classroom environment that is conducive to 
learning and appropriate to the maturity and interests 
of students. 

3. Guide the learning process toward the achievement of 
curriculum goals. 

4. Employ instructional methods and materials that are 
most appropriate for meeting stated objectives. 

5. Assess the accomplishments of students on a regular 
basis and provide progress reports as required. 

6. Diagnose the learning disabilities of students. on a 
regular basis, seeking the assistance of district 
specialists as required. 

7. Counsel with colleagues, students, and/or parents 
on a regular basis. 

8. Assist the administration in implementing all poli­
cies in the classroom, develop reasonable rules of 
classroom behavior and procedure, and maintain order 
in the classroom in a fair and just manner. 

9. Strive to maintain and improve professional competence. 

10. Attend staff meetings and serve on staff committees 
as required. 

Terms of Employment: Nine months; salary determined by Board 

Evaluation: Twice a year 
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JOB DESCRIPTION 

Community Unit District No. 20 

Title: Learning Disabilities Teacher 

Qualifications: Special K-12 certificate, Learning Disabilities 

Reports to: Assistant Superintendent 

Job Goal: To provide appropriate, effective, and com­
prehensive learning instructions for each 
child identified ·as learning disabled to help 
him develop and maintain his individual phys­
ical, social, emotional, and academic goals. 

Performance Responsibilities: 

1. Confer with teachers, parents, public'or private 
agencies on referrals for testing, or make referrals 
for testing with the school psychologist. 

2. Attend staffings to evaluate needs and to recommend 
action after determining each child's individual 
needs from the test results and conferences. 

3. Place each child identified as learning disabled in 
the class on an itinerant basis--the number not to 
exceed the ceiling limit. 

4. Develop a schedule at each school to see each child 
individually three times a week for thirty-minute 
sessions each. 

5. Write individual objectives and list the procedures 
to be used to help each child meet his objectives. 

6. Keep current informative files on each child con­
taining such information as test results, individual 
objectives, parent reports, and other correspondence. 

7. Provide appropriate and adequate facilities, equip­
ment, and materials to help each child develop and 
maintain his individual goals. 

8. Use other public and private agencies to help supple­
ment and enhance the school's special education 
program. 

9. Incorporate materials and techniques with classroom 
teachers and other concerned people to further develop 
the education of each child. 
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10. Have interaction with parents through conferences 
and written reports. 

11. Write end-of-the-year progress reports and sugges­
tions for parents and school files. 

12. Plan for program growth and improvements based on 
all evaluations. 
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13. Plan for district-supported activities as requested 
during the school year. 

14. Strive to improve professional abilities by keeping 
informed of new materials; techniques, and theories. 

Terms of Employment: 

Evaluation: 

Nine months; salary to be established 
by the Board 

Performance of this 'job will be evalu­
ated twice yearly by the assistant 
superintendent 



JOB DESCRIPTION 

Conununity Unit District No. 20 

Title: Librarian (Parkview) 

Qualifications: Valid teaching certificate and completion of 
a library program as approved by the Illinois 
Office of Education 

Reports to: Building principal 

Supervises: The clerical routines of the student staff 
necessary for the smooth operation of the 
library 

Job Goal: To assist learners in locating, evaluating, 
organizing, and applying information to enable 
them to develop helpful interests, make satis­
factory adjustments, and acquire desirable 
social attitudes 

Performance Responsibilities: 

1. Establishes and maintains an appropriate atmosphere 
conducive to the learning and recreational needs of 
the patron. 

2. Formulates and implements a library program commen­
surate with established district philosophy and goals. 

3. Becomes familiar with individual student needs, in­
terests, goals, and abilities in order to provide 
materials and guidance for individualized learning. 

4. Evaluates the library program, services, and materials 
in terms of meeting student interests, curricular 
needs, and state and national standards. 

5. Selects and trains student staff. 

6. Establishes routines and procedures for selecting, 
ordering, processing, organizing, and circulating 
materials. 

7. Maintains equipment and mends materials for their 
constant availability. 

8. Supervises students who frequent the library for use 
as a study hall or for the utilization of library 
materials. 
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9. Provides incidental instruction in library skills. 

10. Disseminates information concerning the services, 
resources, and new materials. 
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11. Works with teachers in the selection and utilization 
of all types of library materials which contribute 
to the teaching program. 

12. Plans and arranges·library furnishings and equipment 
for efficient and effective use. 

13. Administers the library ~~dget. 

14. Takes inventory and maintains accurate records of the 
library holdings. 

15. Discards obsolete and worn materials. 

16. Provides professional materials for the faculty. 

17. Participates in professional organizations on a 
state, local, and national level. 

18. Remains conversant with current educational research, 
trends, methods, and materials. 

Terms of Employment: Nine months; salary to be established by 
the Board 

Evaluation: Twice yearly by building principal 



JOB DESCRIPTION 

Corrununity Unit District No. 20 

Title: Lunch Duty Supervisor (Parkview) 

Qualifications: Valid teaching certificate 

Reports to: Building principal 

Supervises: Students during lunch hours 

Job Goal: To supervise the lunchroom to insure that 
students eat and behave in a socially accepted 
manner 

Performance Responsibilities: 

1. Help students develop and observe proper dining 
habits, both in terms of etiquette and nutrition. 

2. Circulate among tables during the meal period so as 
to be available to help students when the need 
arises. 

3. Organize students for orderly disposal of food 
wastes, trays, and utensils. 

4. Organize groups for orderly dismissal from the lunch­
room. 

5. Take proper action irrunediately when any serious in­
fraction of disciplinary rules occurs. 

Terms of Employment: Same as teaching contract 

Evaluation: Performance of this position will be 
evaluated twice annually 
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Title: 

JOB DESCRIPTION 

Conununity Unit District No. 20 

Maintenance Engineer 

Qualifications: 1. General electrical and mechanical knowledge 

Reports to: 

Supervises: 

• Job Goal: 

2. Ability to supervise and advise custodial 
staff 

3. Ability to plan for the sequential hand­
ling and solving of problems 

Assistant Superintendent 

1. Custodial staff during surruncr work season 

2. District's facility and equipment main-
tenance and repairs 

To maintain as effectively and efficiently 
as possible all the district's facilities 
and equipment with the exception of the 
Lawrenceville High School and the Area Voca­
tional School. Such duties shall not include 
transportation vehicles. 

Performance Responsibilities: 

Provide the following services to all the district's 
facilities and equipment except for Lawrencevill.e High 
School and the Area Vocational School unless otherwise 
assigned: 

l. Supervise the operation of the district's heating 
equipment. 

2. Maintain in a state of good repair the district's 
grounds and play equipment. 

3. Supervise the sununer maintenance and cleaning work. 

4. Supervise the maintenance of supply inventories and 
the distribution of the same. 

5. Assist the custodians in the repair and maintenanGe 
of the buildings. 

6. Provide assistance in the securing of substitute 
custodial help and orientation as needed. 
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7. Provide for emergency repairs for all critically 
needed equipment. 
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8. Check all refrigerators and furnaces during weekends 
and holidays. 

9. Assist in whatever way necessary (as determined by 
the administration) to further the goals and programs 
involving the facilities and equipment of the dis­
trict. 

10. Provide consultation services to all the district's 
custodial staff concerning products and work tech­
niques. 

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

Evaluation: Performance of this job will be evalu­
ated twice each year 



Title: 

JOB DESCRIPTION 

Community Unit District No. 20 

Principal (Brookside) 

Qualifications: 1. Valid administrative certificate 

Reports to: 

Supervises: 

Job Goal: 

2. Master's Degree 

3. Other qualifications ;as required by the 
Board 

Unit Superintendent 

All personnel serving in Brookside school 

To make the school facility an attractive, 
pleasant, and efficient working and learning 
place 

Performance Responsibilities: 

1. Supervise the school's educational program, including 
the development, revision, and evaluation of curricu­
lum. 

2. Assume responsibility for implementation and ob­
servance by school staff and students of all Board 
policies and regulations. 

3. Supervise all professional, paraprofessional, admin­
istrative, and nonprofessional personnel attached to 
the school, including the orientation of newly 
assigned staff members. 

4. Assist in the recruiting, screening, hiring, train­
ing, and evaluating of the school's professional 
staff. Evaluating shall include the recommendation 
for removal of any teacher whose work is unsatisfac­
tory, according to established procedures. 

5. Assume responsibility for the safety and administra­
tion of the school plant. 

6. Delegate authority to responsible personnel for 
operation of the school in the principal's absence. 

7. Supervise the maintenance of accurate. records on 
progress and attendance of students, maintaining 
high standards of conduct, and enforcing discipline 
as necessary, according due process to students' 
rights. 
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8. Budget school time for efficient conduct of school 
instruction and business including meetings of the 
staff as necessary for proper school functioning. 
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9. ~lan and supervise fire and tornado drills i~cluding 
emergency preparedness for bomb threats. 

10. Supervise the preparation of all district office 
reports and make recommendations concerning the 
school's administration and instruction, including 
preparation of school budget requests and monitor­
ing of expenditures. 

11. Assume responsibility for attendance, conduct, and 
health and safety of students. 

12. Establish and maintain favorable relationships with 
local community groups and individuals to foster 
support for school objectives and programs; to inter­
pret Board policies and administrative objectives; 
and to discuss and resolve individual student problems. 

13. Cooperate and coordinate programs with assistant 
superintendents and special area personnel; perform 
other tasks and assume other responsibilities assigned 
by the superintendent. ' 

Terms of Employment: Ten months; salary to be established by 
the Board 

Evaluation: Performance of this position will be 
evaluated annually 



Title: 

JOB DESCRIPTION 

Community Unit District No. 20 

Principal (High School) 

Qualifications: 1. Master's Degree or higher, with a major 
in educational administration 

Reports to: 

Supervises: 

Job Goal: 

2. Valid state certificate to practice as 
a school principal 

3. At least three years' experience in 
public school administration and super­
vision 

4. At least two years' successful experience 
as a classroom teacher 

5. Such alternatives to the above qualifica­
tions as the Board may find appropriate 
and acceptable 

Superintendent 

All personnel serving in assigned school 

To make the school facility an attractive, 
pleasant, and productive place in which to 
work and learn 

Performance Responsibilities: 

l. Establish and maintain an effective learning climate 
in the school. 

2. Program classes within established guides to meet 
student needs. 

3. Supervise the guidance program to enhance individual 
student education and development. 

4. Establish guides for proper student conduct and main­
tain student discipline. 

5. Supervise the school's teaching process. 

6. Plan, organize, and direct implementation of all 
school activities.· 

7. Initiate, design, and implement programs to meet 
specific needs of the school. 
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8. Establish and maintain favorable relationships with 
local conununity groups and individuals to foster 
understanding and solicit support for overall school 
objectives and programs; to interpret Board policies 
and administrative directives; and to discuss and 
resolve individual student problems. 

9. Orient newly assigned staff members and assist in 
their development, as appropriate. 

10. Coordinate or supervise such support services as 
maintenance, security, food services, recreational 
program, financial and a~counting functions, library 
activities, and the like. 

11. Supervise the school's special education programs. 

12. Assume leadership in the direction of the school's 
athletic and extracurricular activities. 

13. Evaluate and counsel all staff members regarding 
their individual and group performance. 

14. Prepare or supervise the preparation of reports, 
records, lists, and all other paper work required 
or appropriate to the school's administration. 

15. Participate in principals' meetings, negotiations, 
and such other meetings as are required or appro­
priate. 

16. Prepare and submit the school's budgetary requests 
and monitor expenditures of funds. 

17. Attend special events held to recognize student 
achievement and attend school-sponsored.activities, 
functions, and athletic events. 

18. Maintain and control the various local funds generated 
by student activities. 

19. Cooperate with college and university officials 
regarding teacher training and preparation. 

20. Work with various members of the central administra­
tive staff on school problems of more than in-school 
import, such as transportation, special services, 
and the like. 

21. Conduct staff meetings to keep members informed of 
policy changes, new.programs, and the like. 
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22. Keep the superintendent informed of the school's 
activities and problems. 
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23. Keep abreast of changes and developments in the 
profession by attending professional meetings, 
reading professional journals and other publications, 
and discussing problems of mutual interest with 
others in the field. 

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

.Evaluation: Performance of this job will be evalu­
ated annually 



Title: 

JOB DESCRIPTION 

Community Unit District No. 20 

Principal (Parkview) 

Qualifications: 1. Valid administrative certificate 

Reports to: 

Supervises: 

Job Goal: 

2. Master's Degree 

3. Other such qualifications as the Board 
may find app~qpriate 

Superintendent 

All personnel serving in assigned school 

To make the school facility an attractive, 
pleasant, and productive place in which to 
work and learn 

Performance Responsibilities: 

1. Supervise the school's educational program. 

2. Assume responsibility for the implementation and 
observance of all Board policies and regulations by 
the school's staff and students. 

3. Assist in the development, revisions, and evaluation 
of the curriculum. 

4. Supervise all professional, paraprofessional, admin­
istrative, and nonprofessional personnel attached 
to the school. 

5. Assist in the recruiting, screening hiring, training, 
and evaluating of the school's professional staff. 

6. Assume responsibility for the safety and administration 
of the school plant. 

7. Delegate authority to responsible personnel to assume 
responsibility for the school in the absence of the 
principal. 

8. Budget school time to provide for the efficient con­
duct of school instruction and business.· 

9. Plan and supervise· ·fire drills and an emergency pre­
paredness program. 
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10. Maintain a high standard of student conduct and 
enforce discipline as necessary, according due 
process to the rights of students. 
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11. Supervise and evaluate the school's extracurricular 
and athletic programs and secure workers for the 
programs. 

12. Orient newly assigned staff members and assist in 
their development, as appropriate. 

13. Supervise the preparation of all school reports for 
the district office. 

14. Make recommendations concerning the school's adminis­
tration and instruction. 

15. Assume responsibility for the attendance, conduct, 
and health of students. 

16. Prepare and submit the school's budgetary request 
and monitor expenditures of funds. 

17. Supervise the maintenance of accurate records on the 
progress and attendance of students. 

18. Establish and maintain favorable relationships with 
local community groups and individuals to foster 
understanding and solicit support for overa11·school 
objectiv~s and programs • 

. 19. Recommend the removal of a teacher whose work is 
unsatisfactory, according to established procedures. 

20. Conduct meetings of the staff as necessary for the 
proper functioning of the school. 

21. Cooperate and coordinate programs with the assistant 
superintendents and other special area personnel. 

22. Develop the master schedule and .make schedules for 
students. 

23. Administer the standardized testing program. 

24. Develop and write the faculty and student handbooks. 

25. Serve as custodian of the activity fund. 

26. Serve as a guidance function when necessary. 

27. Cooperate ·with the high school principal in developing 
an orientation program for eighth graders. 



28. Perform such other tasks and assume such other 
responsibilities as may be assigned from time to 
time by. the ·superintendent. 
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Terms of Employment: Twelve months; salary to be established 
by the Board 

Evaluation: Performance of this position will be 
evaluated annually 



Title: 

JOB DESCRIPTION 

Community Unit District No. 20 

Principal (St. Francisville) 

Qualifications: 1. Valid administrative certificate 

2. Master's Degree 

Reports to: 

Supervises: 

Job Goal: 

3. Other such qualifications as the Board 
may find app~opriate 

Superintendent 

All personnel serving in assigned school 

To make the school facility an attractive, 
pleasant, and productive place in which to 
work and learn 

Performance Responsibilities: 

1. Supervise the school's educational program. 

2. Assume responsibility for the implementation and 
observance of all Board policie~ and regulations 
by the school's staff and students. 

3. Assist in the development, revision, and evaluation 
of the curriculum. 

4. Supervise all professional, paraprofessional, admin­
istrative, and nonprofessional personnel attached to 
the school. 

5. Assist in the recruiting, screening, ~iring, training, 
and evaluating of the school's professional ~taff. 

6. Assume responsibility for the safety and administration 
of the school plant. 

7. Delegate authority to responsible personnel to assume 
responsibility for the school in the absence of the 
principal. 

8. Budget school time to provide for the efficient con­
duct of school instruction and business. 

9. Plan and supervise ·fire ·drills and an emergency pre­
paredness program. 
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10. Maintain high standards of student conduct and en­
force discipline as necessary, according due process 
to the rights of students.· 

11. Supervise and evaluate the school's extracurricular 
program and athletic program. 

12. Orient newly assigned staff members and assist in 
their development, as appropriate. 

13. Supervise the preparation of all school reports for 
the district office. 

14. Make recommendations concerning the ·school's adminis­
tration and instruction. 

15. Assume responsibility for the attendance, conduct, 
and health of students. 

16. Prepare and submit the school's budgetary request 
and monitor expenditures of funds. 

17. Supervise the maintenance of accurate records on the 
progress and attendance of students. 

18. Establish and maintain favorable relationships with 
local community groups and individuals to foster 
understanding and solicit support for overall school 
objectives and programs; interpret Board policies 
and administrative directives; and discuss and re­
solve individual student problems. 

19. Recommend the removal of a teacher whose work is 
unsatisfactory, according to established procedures. 

20. Conduct meetings of the staff as necessary for the 
proper functioning of the school. 

21. Cooperate and coordinate programs with the assistant 
superintendents and other special area personnel. 

22. Assume the assignment and instruction of one class 
as established in the school class schedule. 

23. Perform such other tasks and assume such other respon­
sibilities as may be assigned from time to time by 
the superintendent. 

Terms of Employment; Ten months a year; salary established 
by the Board 

Evaluation: Performance of the ·position will be 
evaluated annually 



Title: 

JOB DESCRIPTION 

Conununity Unit District No. 20 

Reading Coordinator 

Qualifications: 1. Valid teacher certificate 

Reports to: 

Supervises:· 

Job Goal: 

2. A minimum of three years' successful 
classroom teaching in which the teaching 
of reading is an important responsi­
bility of th~_position 

3. A master's degree from an accredited 
institution, with at least one graduate 
level course in the psychology of read­
ing, and one course on reading diffi­
culties 

4. Such alternative to the above qualifi­
cations as the Board may find appropriate 
and acceptable 

Assistant Superintendent (Curriculum) 

Regular teachers of reading K-5 

To help provide the kind of instruction and 
learning environment that will enable each 
student in the district to master the read­
ing skills appropriate to age, grade level, 
and individual capacity 

Performance Responsibilities: 

1. Assist in the district-wide testing program to 
determine the reading abilities of all students and 
to identify those needing special help. 

2. Interpret student needs and progress in reading to 
the classroom teacher and the parents . 

.I 

3. Provide leadership and coordination in the regular 
program of reading instruction. 

4. Develop a district-wide reading philosophy and cur­
riculum and interpret it to the school administration, 
the staff, and the public. 

5. Evaluate ·reading personnel and personnel needs in all 
phases· of the K-5 reading program. 
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6. Reconunend adoption and use of varied instructional 
materials, including textbooks, kits, trade books, 
and the like. · 

7. Conduct in-service workshops and demonstrations 
pertinent to methods and materials appropriate to 
various levels of reading instruction. 
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8. Observe reading instruction in elementary class­
rooms, and upon request of principals, help teachers 
improve their performance. 

9. Devise and maintain such records and reports as 
are necessary to the successful execution of the job. 

10. Review want lists for the reading program (K-5). 

Terms of Emp1oymen:t: Nine months a year; salary to be estab­
lished by the Board 

Evaluation: Performance of this position will be 
evaluated annually 



Title: 

JOB DESCRIPTION 

Conununity Unit District No. 20 

Safety Officer 

Qualifications: 1. Valid teaching cettificate 

Reports to: 

Supervises: 

Job Goal: 

2. Training in first aid and personal safety 

Building principal 

Teachers assigned.to stretcher duty, tornado 
watch, and other emergency positions; fire 
and tornado practice drills 

To insure that all safety precautions and 
drills and emergency first aid measures 
have been practiced and are ~vailable for 
inunediate implementation when needed 

Performance Responsibilities: 

1. Help the principal write the emergency preparedness 
plan. 

2. Report any unsafe school situations to the principal. 

3. Plan and direct monthly fire drills. 

4. Maintain a record of the date of the fire drills and 
the times for evacuating the building. 

5. Plan and initiate tornado drills three times per year. 

6. Teach first aid techniques to teachers who are selec­
ted for specific safety or emergency positions. 

7. Serve at the command post as a reporting agent for 
teachers when they report attendance during emergen­
cies or drills. 

Terms of Employment: Nine months; salary established by the 
Board 

Evaluation: Performance of this position will be 
evaluated twice ·annually 6 
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JOB DESCRIPTION 

Conununity Unit District No. 20 

Title: School Nurse 

Qualifications: Valid state license to practice as a regis­
tered nurse 

Reports to: Assistant Superintendent (Pupil Services) 

Supervises: 1. Kindergarten_;egistration for all schools 

Job Goal: 

2. Inununizations and physicals 

3. Employee and student insurance claims 

To promote the general health and well being 
of all students and employees in the district 

Performance Responsibilities: 

1. 

2. 

3. 

4. 

s. 

6. 

7. 

8. 

9. 

10. 

11. 

Conduct school health service, including physical 
examinations, immunizations, and follow-up for hear­
ing and vision. 

Assume responsibility for selection and referral of 
students in need of medical and dental care. 

Report to parents, school personnel, and physicians 
on school medical matters. 

Maintain up-to-date cumulative health records on all 
students. 

Observe students to detect health needs. 

Assume authority in the absence of physician for the 
care of a student or staff member who has suffered 
injury or emergency illness. 

Authorize exclusion and readmission of students in 
connection with infections and contagious disease. 

Assume responsibility of assisting and making acci­
dent reports on all students. 

Assist in pre~school registration. 

Obtain heal th history for psychologicals •· 

Assist in getting help for needy families. 
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12. Assist ~n obtaining glasses for students unable to 
purchase them. · · 

Terms of Employment: Ten months; salary established by the 
Board 
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Evaluation: Twice annually by the assistant super­
intendent 



JOB DESCRIPTION 

Conununity Unit District No. 20 

Title: School Psychologist 

Qualifications: Valid certificate to practice as a school 
psychologist 

Reports to: Assistant Superintendent (Pupil Services) 

Job Goal: To provide psychological services to students 
who require psychological evaluation and 
assistance in their educational or behavioral 
adjustment and to assist in the process of 
developing an educational climate conducive 
to the optimum development of children· 

Performance Responsibilities: 

1. Screen school enrollments to identify children who 
should be referred for individual study. 

2. Provide individual psychological evaluation and 
interpretation of those findings and recommendations 
which will lead to meaningful educational experiences 
for the child. 

3. Perform therapy and other psychological remedial 
measures as appropriate to the needs of the stu­
dents individually or in groups. 

4. Participate in parent education and help develop 
parent understanding. 

5. Consult with teachers and other school personnel in 
relation to behavioral management and learning problems. 

6. Provide consultive services and program development. 

7. Make referrals to appropriate outside professionals 
and agencies. 

8. Emphasize prevention as well as rehabilitation, 
indirect as well as direct service. 

9. Keep abreast of new developments in the field. 

Terms of Employment: Eleven months; salary to be established 
by the Board 

Evaluation: Performance ~f this position will be 
evaluated annually 
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JOB DESCRIPTION 

Conununity Unit District No. 20 

Title: Speech, Hearing,.& Language Therapist 

Qualifications: Standard special certificate in speech correction 

Reports to: Assistant Superintendent (Pupil Services) 

Job Goal: To aid studertts in the correction of speech, 
he~ring, and/or ienguage difficulties in order 
to further their total development 

Performance Responsibilities: 

1. Develop an overall yearly program including tentative 
screening and beginning therapy dates. 

2. Screen grade~ 1, 3, and 5 for spe~ch and language 
problems using an acceptable ·and proven method of 
testing. 

3. Accept and process referrals from classroom teachers, 
parents, and other sources. 

4. Make referrals to appropriate profe~sionals or agen­
cies. 

5. Diagnose particular conununicative disorders and select 
for therapy enrollment those students· who would bene­
fit most from speech, hearing, and/or language therapy. 

6. Schedule students for therapy attempting to avoid 
times previously allotted for music, art, PE, recess, 
and lunch. 

7. Plan individual therapy program and write individual 
objectives for each student. 

8. Keep current informative file on each student including 
test results, goals, techniques used, progress reports, 
and previous therapy methods and results~ 

9. Assess progress periodically through acceptable means 
and update files accordingly. 

10. Devise and send periodic progress reports for use by 
classroom teachers and parents, .including suggestions 
for spee·ch ·work in class and at home.· · 
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11. Strive to establish and maintain open communication 
with teachers and principals concerning the program 
and individual students. 

12. Participate in staffings. 

13. Counsel with teachers, students, and parents concern­
ing speech, ,hearing, and/or language problems .• 

14. Participate in those activities, .such as pre-school 
testing, as required. 

15. Strive to improve upon professional abilities by 
keeping informed of new materials, techniques, and 
theories. 

Terms of Employment: Nine months; established by the Board 

Evaluation: Performance will be ·evaluated twice 
annually .by assistant superintendent 



Title: 

JOB DESCRIPTION 

Community. Unit District No. 2 0 

Superintendent 

Qualifications: 1. Valid superintendent's certificate issued 
by the State of Illinois 

Reports to: 

Supervises: 

Jo):> Goal: 

2. Other such qualifications as the Board 
may find'appropriate ·and acceptable 

Board of Education 

Directly, o~ indiredtly, every district 
employee 

To provide leadership, achieving and main­
taining the best possible ·educational programs 
and services 

Performance Responsibilities·: 

1. Act as executive and advisory officer of the Board of 
Education. 

2. Assume the responsibility for the operation of the 
entire school system. 

3. Prepare and present a school calendar for Board 
approval. 

4. Assume responsibility for the overall financial 
planning of the district; assume responsibility 
for the preparation of the annual budget and sub­
mission of that budget to the Board for review and 
approval. 

5. Attend and participate in all regular and special 
meetings of the Board, except when own employment or 
salary is under consideration, and make recommenda­
tions of any nature affecting the schools. 

6. Establish and maintain efficient procedures and 
effective controls for all expenditures of school 
funds in accordance with the adopted budget, subject 
to direction and approval of the Board.· .. 

7. File, or c.ause to be filed, all reports ·required by 
the ·state ·and the ·school code. 
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8. Recommend to the Board the hiring and dismissal of 
all certified and non-certified personnel of the 
school district. 
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9. Act as purchasing agent for the Board and establish 
procedures for the purchasing of books, materials, 
.and supplies. · 

10. Attend such conventions and conferences as are 
necessary to keep abreast of latest educational 
trends. 

11. Accept responsibility for.the general efficiency of 
the school syste~, for the development of the school 
staff, and for the educational growth ·and welfare of 
the students. 

12. Define educational needs and formulate policies and 
plans for recommendation to the ·Board. 

13. Make ·all administrative decision·s within the school 
necessary to the proper functions of the school 
district. 

14. Fill vacancies caused by temporary absences of per­
sonnel. 

15. Has charge of the assignment of teachers and other 
personnel to their positions as will promote the 
best interest of the school. 

16. Make and prepare the agenda for meetings of the Board 
of Education and have all data and materials, which 
make for the most business with ·the least confusion, 
present for meetings. 

17. Has the power to make decisions of any type in an 
emergency and when time is of the essence--the "pru­
dent man" rules would apply in this case. 

18. Is aware of state and federal aids which are available 
and makes a maximum effort to take advantage of them 
when the' overall situation would indicate benefits 
to the schools. 

19. Is approachable enough that personnel feel that the 
open door is meant for all people--teachers, staff, 
and the public. 

20. Perform such othe·r tasks as may ·from time ·to time be 
ass·igned by the Board. 



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

Evaluation: Performance of this position will be 
evaluated annually 
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Title: 

JOB DESCRIPTION 

Corrununity Unit District No. 20 

Transportation Coordinator and Maintenance Chief 

Qualifications: 1. Demonstrated knowledge in the performance 
of a wide variety of tasks involved in 
vehicle maintenance and operation 

Reports to: 

Supervises: 

Job Goal: 

2. Supervisory capabilities necessary to 
assure the effective and efficient manage­
ment of the district's transportation 
system 

3. Friendly and cooperative personality quali­
ties that promote comradeship with other 
employees 

Assistant Superintendent (Pupil Services) 

Bus drivers and garage personnel 

To perform the necessary maintenance and super­
visory tasks necessary for the efficient opera­
tion of the district's transportation system 

Performance Responsibilities: 

1. Diagnose and repair the district's transportation 
vehicles. 

2. Supervise and maintain the cleanliness and orderliness 
of the bus barn facility. 

3. Establish and maintain an effective system of vehicle 
maintenance and preventive care. 

4. Assist in the recruitment, screening, and training of 
bus drivers and garage employees. 

5. Assign drivers and vehicles for all extracurricular 
bus runs. 

6. Promote high standards of safety in the maintenance 
and operation of all transportation vehicles. 

-
7. Share with the assistant superintendent the responsi-

bility of supervising all bus drivers in the performance 
of their duties. 

8. Assist and advise in the selection of new vehicles. 
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9. Act in times of emergency to secure help and assist­
ance for all situations involving bus transportation. 

10. Make every attempt to protect and secure district's 
transportation equipment against damage and loss. 

Terms of Employment: Twelve months; salary established by 
the Board 

Evaluation: Continuous by the assistant superintendent 



Title: 

JOB DESCRIPTION 

Conununity Unit Distr.ict No.: 20 

Truant Officer 

Qualification·s: l •· High school diploma 

2. Valid driver's ·license 

3. Bendable · 

Reports to: 

4. Experience in.peace-keeping activities 

Assistant Superintendent (Pupil Services) 

Job Goal: To enforce ·the school attendance laws of the 
State ~f Illinois and the ~ttendance policies 
of· Conununi ty Unit District No.· 2 0 

Performance Res·ponsibili ties: 

1. Check each morning with the unit office secretary 
for names of students who are suspected of truancy. 

2. Visit the homes· of suspected truants.· 

3. Return truant children to school. 

4. Discuss the importance of the child's attendance with 
the par en ts • · 

5. Serve as a liaison agent between the ·school and the 
states attorney concerning truancies. 

' 
6. Serve as a witness for the school in court proceed-

ings. 

7. Maintain records of visits to homes and the number 
of miles driven •. 

8. Be conservator of the peace within the district's 
educational facilities. 

9. Arrest and bring before the proper authorities such 
persons that cannot be dealt with by other peaceful 
measures. .. 

Terms of Employment: Nine months·; salary established by the 
Board 

Evaluation: Performance will be· ·evaluated twice yearly 
by the assistant superintendent 
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Title: 

JOB DESCRIPTION 

Community Unit District No. 20 

Vocational Education Director 

Qualifications:· 1. Valid administrative ~ertificate 

Reports to: 

Supervises: 

Job Goal: 

2. Experience in vocational education 

3. Such requirements as the Board may find 
appropriate ~nd acceptable· 

Superintendent 

Vocational program staff 

To provide ·students enrolled in the vocational 
education program with education and train­
ing of sufficient excellence to enable them 
upon graduation to enter the job market with 
well developed skills, varied intellectual 
interests, and sufficient understanding and 
curiosity to continue their growth and matura­
tion as workers and as individuals 

Performance Responsibilities: 

1. Recommend and develop new programs and curricula in 
vocational education. 

2. Investigate and report on funding opportunities 
available for such programs. 

3. Administer and coordinate work-study and work­
experience programs and counsel students and em­
ployers involved in such programs. 

4. Evaluate vocational programs and make recommendations 
concerning additions, deletions, and changes in such 
programs. 

5. Establish representative lay advisory committees as 
needed. 

6. Serve as consultant to the Board and professional 
staff on matters pertaining to vocational information 
and on· the interpretation .. of laws affecting voca-
tional education·. · 

7. Assist· in the ·rec'ruitment and screening of· vocational 
teachers.· 
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8. Prepare or supervise all reports required to be filed 
with state education agencies in connection with 
vocational education,· .including annual one- and five­
year vocati.onal plans. 

9. Prepare and administer the ·area vocational school's 
budget. 

10. Supervise and evaluate all teachers in the area 
vocational school. 

11. Cooperate and coordinate programs of vocational educa­
tion with the assistant ~'llperintendent of curriculum 
and principal of the high school. 

12. Maintain, or cause to be maintained, a perpetual 
inventory. 

13. Assist guidance ·department of area vocational school 
in coordinating student personnel service and main­
taining sufficient student records (recruitment, 
placement, and follow-up of graduates). 

14. Promote and publicize the total program of vocational 
education; build a positive image ·of the program. 

15. Develop close relations with ·1abor, employers, and 
other community groups outside the ·school. 

16. Perform such other tasks and assume such other respon­
sibilities as may be assigned from time ·to time 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 



Chapter v 

CONCLUSIONS AND RECOMMENDATIONS 

The development of job descriptions for Community Unit 

District No. 20 was ·extremely .educational for the writer and 

the participants. Since no job d~scriptions existed prior to 

this project, each employee· ·filling a position for which a 

description was written was required to analyze and describe 

the intricacies· of his job. All participants, including 

administrators, expres·sed that the project was worthwhile 

and caused them to evaluate and consider aspects of their 

jobs which they had previously taken for granted. 

The format used in which each participant was given a 

packet of information seemed to be efficient and effective. 

Also, the strategy of the writer's obtaining the information 

from the participants one week from the day of delivery worked 

well. This was soon enough for the participants to remember 

the questions they had concerning the project and long enough 

to giye them an opportunity to organize their writings. The 

use of the tape recorder served the writer well, as he could 

review comments and questions at the end of the day when 

working on the project. 

Without question, .the· most difficult aspects of the project 

were the obtaini~g of related literature and the ·editi~g of 

the ·pencil-written: job descriptions completed by the ·employees. 

Many of the ·pencil-written: des·criptions nee·ded grammatical 
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revision, _rewordi~g, and a logical sequence. 

All employees. agr.eed that the project was beneficial and 

increased the insight of the importance of their jobs. Further, 

they felt that Community Unit District· No. 20 would be a better 

educational organization because of the ·project. Superintendent 

Courtney and the ~oard of Education expressed their appre­

ciation and gratitude for the projedt, and stated that Unit 

District No. 20 had strengtheried its position as an outstanding 

educational system by possessing job des·criptions. 

Using the experience and knowledge ·gained from writing 

this project, the writer offers the ·following recommeridations: 

1. Job descriptions should be ·written for the few 
remaining positions in Unit 20 which do not 
have them. 

2. Each employee and his immediate ·administrator 
should have a copy of the job description. 

3. Each job description should be reviewed at the 
end of the school year to ascertain if updating 
or deleting of materials is nece-sary. 

4. The administrator who evaluates personnel should 
have a copy of the job description with him when 
he evaluates. ~his should lead to a more valid 
evaluation. 

~- Job descriptions should be written for any new 
or anticipated positions in Unit District No. 20. 

6. Job descriptions should be used when selecting 
and employing new personnel for the Unit, as 
there is no better source describing the work 
required. · 
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APPENDIX 

February 2, 1976 

TO: Unit District No. 20 Employees 

FROM: James Courtney, Superintendent 

SUBJECT: Job Descriptions 

This is to inform you that Donn Hammer is writing 

job descriptions for Unit District No. 20 as required 

by the Illinois Office of Education. Please give him 

your cooperation and time when he visits you. The 

finished job descriptions will be adopted by the Board 

of Education as official documents. 

85 



INSTRUCTIONS FOR WRITING JOB DESCRIPTION 

Please consider the following suggestions when completing 

the job description form: 

1. Avoid long statements that are difficult to 
write and read. 

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

3. Stick to statements of facts and avoid unsup­
ported statements of personal opinion or 
conclusion. 

4. 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. 

5. Use an example if a point is difficult to 
explain. 

6. Make the description long enough to accomplish 
its purpose and concise enough not to waste 
a reader's time. 

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

Review the sample job description attached to these instruc­

tions and try to organize your thoughts about your job in 

terms of the format on the next page. Job descriptions should 

be written in factual statements and in clear English that 

avoids opinions. Do not use vague expressions or special terms 

that have no meaning outside the job. I will review your 

writing with you and then produce a final copy based on your 

input. 
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SAMPLE FORMAT FOR JOB DESCRIPTION 

1. Title: Indicate standard job title. 

2. QUalifi~~tibhs: Indicate any special skills, education, 
training, or certification required to perform 
your job. 

3. Reports to: Identify supervi~9r by title, not by name. 

4. Supervises: If your job has supervisory responsibilities, 
indicate by titles the jobs in your area of super­
vision. 

5. Job Goal: Relate your job, as best you can, to the broad 
purposes of the school district. 

6. Performance Responsibilities: Beginning with a present 
tense verb, list each major responsibility of 
your job separately and describe each clearly so 
that what is involved in its performance can be 
understood. A major responsibility is any respon­
sibility which occupies a significant amount of 
the employee's time. Ordinarily, these responsi­
bilities will be listed in order of importance or 
in order of work sequence. This list should also 
indicate the extent of a job's authority for 
making decisions, recommendations, or official 
commitments; devising or revising ways of doing 
things; or persuading others to a course of action. 

7. Terms of Employment: State the length and the contract 
terms of your employment agreement. Refer to your 
letter of employment/reemployment in the school 
personnel files, if necessary. 

8. Evaluation: If this item has been left blank, indicate 
your understanding of the procedure for evaluating 
your job performance. 
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SAMPLE JOB DESCRIPTION 

Title: Teach~r 

Qualifications: As set by state certification authorities 

Reports to: Principal 

Supervises: Teacher Aide and Assigned Volunteers 

Job Goal: To help students learn subject matter and/or 
skills that will contribute to their develop­
ment as mature, able, and responsible adults 

Performance Responsibilities: 

1. Plans a program of study that meets the individual 
needs, interests, and abilities of students. 

2. Creates a classroom environment that is conducive 
to learning and appropriate to the maturity and 
interests of students. 

3. Guides the learning process toward the achievement 
of curriculum goals. 

4. Employs instructional methods and materials that 
are most appropriate for meeting stated objectives. 

5. Assesses the accomplishments of students on a 
regular basis and provides progress reports as 
required. 

6. Diagnoses the learning disabilities of students on 
a regular basis, seeking the assistance of district 
specialists as required. 

7. Counsels with colleagues, students, and/or parents 
on a regular basis. 

8. Assists the administration in implementing all 
policies and/or rules governing student life and 
conduct; and, for the classroom, develops reasonable 
rules of classroom behavior and procedure and main­
tains order in the classroom in a fair and just 
manner. 

9. Plans and supervises purposeful assignments for 
teacher aide(s) and/or volunteer(s) and, cooperatively 
with department head, evaluates· their job per­
formance.· 
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10. Strives to maintain and improve professional com­
petence. 

89 

11. Attends staff meetings and serves on staff committees 
as required. 

Terms of Employment: Nine months; salary and work year to be 
according to the current schedule 

Evaluation: Performance of this job will be evalu­
ated annually in accordance with pro­
visions of the Board's policy 



JOB DESCRIPTION 

Conununity Unit District· No.· 20 

Title: 

Qualifications: 1. 

Reports to: 

2. 

3. 

4. 

s. 
6. 

Supervises: 1. 

Job Goal: 

2. 

3. 

4. 

Performance Responsibilities: 

1. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

9. 
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10. 

11. 

12. 

Terms of Employment: 

Evaluation: 
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