
  

EMPLOYEE NAME: ___________________________  
Created:   4/14; Revised 3/15; 6/18       

JOB DESCRIPTION 

POSITION TITLE:  School Leadership Intern, K-12 JOB CODE:  100A (ES), 113A (MS), 114A (HS) 

DIVISION:  Leadership  SALARY SCHEDULE:  Teacher 

DEPARTMENT:  Leadership WORK DAYS:  188 

REPORTS TO:  Principal PAY GRADE: CIT (5, 6, or 7) 

FLSA:  Exempt PAY FREQUENCY:  Monthly 

PRIMARY FUNCTION:  Performs entry-level administrative work under immediate supervision and trains in the 
techniques used in school administration while providing assistance to experienced administrative staff. The intern 
will have opportunities to practice and demonstrate proficiency in leadership tasks and skills. Employment in this 
position is limited to one scholastic year. 

 

REQUIREMENTS:  

1. Educational Level:  Master degree required 

2. Certification/License Required:  Valid Georgia Teaching Certificate at Level 5 or higher; actively working toward 
completion of a leadership program in order to obtain leadership certification preferred 

3. Experience:  3 years successful educational experience 

4. Physical Activities:  Routine physical activities that are required to fulfill job responsibilities  

5. Knowledge, Skills, & Abilities:  Written and oral communication with staff, faculty, and parents; instructional 
strategies that connect the curriculum to the learners, student management; technology skills; ability to 
function calmly and effectively under pressure; demonstrated success at multi-tasking; time/task management; 
project organization 

The Board of Education and the Superintendent may accept alternatives to some of the above requirements. 
 

ESSENTIAL DUTIES: 

1. Demonstrates prompt and regular attendance. 

2. Provides student supervision assigned by Principal as a member of the Administrative Team.                 

3. Observes and evaluates (if TKES credentialed) instruction in individual classes as assigned by Principal. 

4. Actively participates in the collection/analysis/utilization of national/state and local student performance data to 
identify patterns of achievement in order to design and implement appropriate instructional interventions.   

5. Collects, records, organizes, and analyzes data relative to budget analysis, system and procedure analysis, space 
and manpower requirements, and related organizational studies. 

6. Aids in the assurance of processes, procedures, structures, and products that focus the operations of the school 
to ensure attainment of standards and high levels of learning for all students. 

7. Supports and reinforces the school as a community of learning and involves parents and community members as 
active and sustained participants in school governance, decision-making, and problem solving. 

8. Prepares, implements and completes projects as determined by site Principal, addressing competencies required 
to be a successful school leader. Projects are to be determined in conjunction with needs of the sites, as well as 
needs of the intern.   

9. Maintains an activity log to show areas of experience and areas in need of further opportunities.   

10. Prepares responses to correspondence and questionnaires under the direction of the Principal. 

11. Assist administration with discipline as needed. 

12. Assists as requested in fiscal responsibilities, planning, accounting, implementing the budget for the 
department/school, and the effective allocation of resources. 

13. Carries out duties in accordance with federal and state laws, Code of Ethics, demonstrates a high degree of 
confidentiality, including social etiquette and respect when interacting with students, parents, staff, community, 
and other professionals. 

14. Performs other duties as assigned. 

 

Signature of Employee         Date       
 
Signature of Supervisor          Date       


