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FLSA STATUS: 
Exempt 
POSITION RATING:   
1389 
CLASS SUMMARY:   
The Principal is responsible for providing educational leadership to students, staff, and the community in the 
areas of curriculum, instruction, assessment, student activities, and staff development.   

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

FRE-
QUENCY 

 
1. Supervises employees to include: prioritizing and assigning work; conducting 

performance evaluations; ensuring staff is trained; and making hiring, termination and 
disciplinary recommendations which are subject to School Board approval. 
 

Daily 
20% 

2. Develops and delivers a wide variety of written and oral communications, which 
includes: e-mail, memos, letters, newsletters, speeches, presentations, and/or other 
related communications. 
 

Daily 
20% 

3. Plans and facilitates a wide variety of meetings involving staff, parents, students, 
community members and/or other interested parties. 
 

Daily 
15% 

4. Investigates and resolves a wide variety of complaints from parents, students, 
teachers, classified staff, and/or other applicable individuals. 
 

Daily 
10% 

5. Monitors students and their associated activities during the school day and at school-
sponsored events. 
 

Daily 
10% 

6. Administers student discipline, taking into consideration policy violations, past 
precedence, and appropriate action to be taken. 
 

Daily 
5% 

7. Coordinates the delivery of special services, 504 plans, special education, health 
plans, ELL, and/or other related services. 
 

Weekly 
5% 

8. Monitors school accountability and program measures, which includes: ensuring 
compliance with applicable state and local policies and regulations; applying relevant 
measures of student performance and program effectiveness; coordinating state-
mandated testing; communicating school accountability and program measures; 
and/or, performing other related activities. 
 

Weekly 
5% 

9. Coordinates student scheduling and placement, ensuring compliance with logistical 
constraints of time, contractual obligations of the school District, meeting student 
needs, and ensuring optimal conditions for student learning. 
 

Quarterly 
5% 

10. Leads the budgeting process at assigned site, which includes allocating resources and 
approving expenditures. 
 

Annually 
5% 

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

As Required 



Watertown-Mayer ISD #111, MN 
CLASS SPECIFICATION 

 
CLASS SPECIFICATION TITLE:  Principal 

 
 

   
                                                                                     2   
 

 
 

TRAINING AND EXPERIENCE (positions in this class typically require): 
 Master’s Degree in Education, Educational Administration, Educational Leadership, Curriculum & 

Assessment, or a 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 Principal in the State of Minnesota. 
 
KNOWLEDGE (position requirements at entry): 
 Leadership principles and practices; 
 Instructional delivery methods; 
 Budgeting principles and practices; 
 Alternative funding sources; 
 Educational administration principles and practices; 
 Applicable local, state and federal laws, rules, and regulations; 
 Educational issues; 
 Methods utilized to increase parental involvement. 
 
SKILLS (position requirements at entry): 
 Supervising and evaluating employees; 
 Prioritizing and assigning work; 
 Developing and implementing procedures; 
 Developing and managing site budget; 
 Operating a computer and using applicable software applications; 
 Modeling appropriate behaviors; 
 Maintaining confidentiality; 
 Collecting and organizing data and information; 
 Mediating and resolving conflict; 
 Interpreting and applying local, state and federal laws, rules and regulations; 
 Collecting, interpreting, and analyzing various forms of data; 
 Developing and facilitating the implementation of building initiatives; 
 Developing program schedules and calendars; 
 Composing a variety of written documentation; 
 Coordinating the delivery of instruction in accordance with best practices; 
 Overseeing acceptable procedures related to the management of student behavior; 
 Developing staffing projections and estimations; 
 Coordinating efforts to access alternative funding sources; 
 Communication, interpersonal skills as applied to interaction with coworkers, supervisor, the general 

public, etc. sufficient to exchange or convey information and to receive work direction. 
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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 
 

 


