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FLSA STATUS: 
Exempt 
POSITION RATING:   
871 
CLASS SUMMARY:   
Under the direction of the Principal, the Dean is responsible for providing administrative support to the 
Principal by providing leadership and assistance in the areas of student discipline, student supervision and 
monitoring, assistance with school administration programs.   

 
TYPICAL CLASS ESSENTIAL DUTIES: (These duties are a representative sample; position 
assignments may vary.) 
 

FRE-
QUENCY 

 
1. Assists in the administration of student discipline and the enforcement of district and 

building policies and procedures to include coordinating and overseeing the 
maintenance of student records and disciplinary records, providing leadership and 
direction in developing a positive discipline plan, determining consequences for 
student behaviors consistent with district policies and procedures, facilitating problem 
solving with students, staff and teachers to change behaviors, and referring issues that 
may involve suspension or expulsion to the Principal. 
 

Daily 
25% 

2. Oversees and supervises student behavior in hallways, cafeterias, grounds and 
facilities of the district to promote safety and an orderly climate in which to learn. 
 

Daily 
25% 

3. Provides and assists the Principal in assuming various building administrative 
functions to include serving on various building committees or task forces and 
implementing building efforts to implement changes and improvements in building 
goals and student achievement efforts. 
 

Daily 
20% 

4. Counsels students regarding behavioral and academic issues.  Addresses issues 
involving mental health, social, behavioral or cognitive issues.  Engages in crisis 
management and conflict resolution. 
 

Daily 
10% 

5. Builds relationships with parents.  Assists in defining, addressing, and disseminating 
information concerning school disciplinary policies and procedures to parents, 
students, staff and the community. 
 

Daily 
10% 

6. Serves as a resource to instructional staff in dealing with students and serving as a 
liaison between students, teachers, parents, and others. 
 

Daily 
10% 

7. Performs other duties of a similar nature or level. 
 

As Required 



Watertown-Mayer ISD #111, MN 
CLASS SPECIFICATION 

 
CLASS SPECIFICATION TITLE:  Dean 

 
 

   
                                                                                     2   
 

 
 

TRAINING AND EXPERIENCE (positions in this class typically require): 
 Bachelor’s Degree in Education or related field and a minimum of three years teaching experience; or,  
 an equivalent combination of education and experience sufficient to successfully perform the essential 

duties of the job such as those listed above.   
 
LICENSING REQUIREMENTS (positions in this class typically require): 
 Licensure as a Teacher in the State of Minnesota. 
 
KNOWLEDGE (position requirements at entry): 
 Teaching principles, practices, techniques and approaches; 
 Child development theories and development stages and needs; 
 Current trends, theories and technologies pertaining to learning and instruction; 
 Assessment procedures and techniques, test construction, and evaluation methods; 
 Subject material, concepts and issues related to grade/subject of assignment; 
 District policies and procedures governing student discipline; 
 Student behavior modification techniques; 
 Conflict resolution; 
 Intervention programs and community resources or referral sources; 
 Academic programs of the school; 
 Fundamentals of computer operation and specialized district software applications and office 

productivity software (e.g., word processing, spreadsheets, presentations, email, etc.) 
 
SKILLS (position requirements at entry): 
 Planning, implementing and handling student discipline issues and behaviors in accordance with district 

philosophy, policies, and procedures; 
 Conducting student interventions and goal setting to address and improve behaviors; 
 Counseling students in behavioral and academic areas; 
 Conflict resolution and problem-solving strategies and techniques; 
 Communication skills for dealing with parents, teachers, students, and administrators over disciplinary 

issues, student concerns, and academic issues; 
 Organizational skills in implementing and coordinating various administrative activities and functions for 

the building administrator (e.g., team meetings, parent meetings, student testing, student registration 
and orientation, student recognition); and 

 Planning, implementing and assisting in the coordination of building programs and administrative 
issues. 
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PHYSICAL REQUIREMENTS:  
 Positions in this class typically require:  reaching, standing, walking, fingering, talking, hearing, seeing 

and repetitive motions. 
 Sedentary Work: Exerting up to 10 pounds of force occasionally and/or a negligible amount of force 

frequently or constantly to lift, carry, push, pull or otherwise move objects, including the human body.  
Sedentary work involves sitting most of the time.  Jobs are sedentary if walking and standing are 
required only occasionally and all other sedentary criteria are met. 

 Incumbents may be subjected to local travel. 
 
NOTE:   
The above job description is intended to represent only the key areas of responsibilities; specific position 
assignments will vary depending on the business needs of the department. 
 
CLASSIFICATION HISTORY:  
Approved by the School Board on 05/23/11 
 

 


