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FNSBSD JOB DESCRIPTION 

Job Title: Assistant Superintendent  

Supervisor: Superintendent Classification: Salary, 
Non-Represented 

Days/Months: 12 months Grade: 12 
 
Job Summary 
The assistant superintendent is responsible for supervision of the district’s schools; ensures 
implementation of the curriculum and instruction as designated by the Board of Education; and 
works with other administrators in establishing procedures that ensure compliance with policies 
and/or codes. Addresses overall administrative needs of the district and plans for continual 
development of the district’s programs and services in conjunction with the superintendent.  
 
Essential Job Functions 
Assists the superintendent and other administrators for the purpose of planning, developing, 
and implementing procedures, programs, and services that address established organizational 
goals and legislated educational objectives. 
 
Supervises principals, teachers, and other personnel as assigned for providing direction, 
support, evaluation, and recommendations. 
 
Evaluates principals and other assigned administrative and program personnel for ensuring that 
individual, school site, and district goals are achieved. 
 
Facilitates communication between school and district personnel, parents, students and 
community for the purpose of addressing concerns that otherwise could impact the delivery of 
educational services. 
 
Maintains a level of professional and administrative skills for the purpose of providing effective 
leadership to the district. 
 
Monitors delivery of program activities and outcomes for the purpose of evaluating and/or 
modifying programs as may be required to maintain program quality. 
 
Oversees schools for the purpose of ensuring the provision of adequate facilities, personnel, 
equipment and supplies for the delivery of instructional programs in accordance with district and 
state requirements. 
 
Recommends solutions to a variety of complex issues for the purpose of addressing overall 
needs and responsibilities of the district. 
 
Researches current practices of the delivery of instruction and management of site operations 
for the purpose of analyzing potential implications, making recommendations, and addressing a 
variety of operational needs. 
 
Oversees administration of policies and procedures for the purpose of ensuring district practices 
meet established board, borough, state and/or federal guidelines. 
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Assists the superintendent in community and staff relations, school organization, operations 
management, and student affairs. 
 
Oversees the implementation of discipline and suspension policies in the schools. Participates 
in administrative review and executive sessions for student discipline. 
 
Participates in the development of school assignment policies, including the establishment of 
school boundaries and the transfer of students, and supervises the administration of these 
policies. 
 
Oversees district activities, insures compliance with FNSBSD and ASAA policies. 
 
Acts for the superintendent in his/her absence. 
 
Participates in development of the school district’s budget. 
 
Non-Essential Job Functions 
Performs other job-related duties as assigned.  
 
Equipment Used 
Standard office equipment including a personal computer. 
 
Independent Decisions 
Independent decision-making expected. 
 
Primary Working Contacts 
Works closely with the superintendent of schools in coordinating program implementation and 
with school principals, staff members, other district administrators, and the Board of Education 
as needed. 
 
Responsibility for Cash, Equipment, Safety 
Works independently under broad organizational policies with supervision focusing on results 
and organizational objectives; manages major organizational components; and determines the 
use of funds. Utilization of significant resources from other work units is routinely required to 
perform the job’s function. There is a continual opportunity to significantly impact the 
organization’s services. 
 
Supervision Received and Exercised 
Works under the supervision of the superintendent. 
 
Unusual Working Conditions 
Some evening and weekend meetings will be required; workload may be stressful; frequent 
deadline and/or pressure situations. 
 
Evaluation 
Annual written evaluation. 
 
Physical and Mental Demands 
The physical demands of this position require frequent standing, walking, sitting, speaking, and 
hearing. Requires near vision to write and read printed materials and computer screens. 
Requires hearing and speaking to exchange information on the telephone or in person. The 
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employee is regularly required to reach with his/her hands and arms and occasionally lift items 
weighing up to 20 lbs. Must be able to use carts, ladders, dollies, and stools to assist in moving 
or shelving items. Requires sufficient arm, hand, finger dexterity to operate a keyboard and 
other office equipment. Repetitive motions with wrists, hands, and fingers may also be required. 
Additionally, the employee must be able to communicate by oral and written means in an 
appropriate business manner and have cognitive skills to understand instructions, readily recall 
facts and details, handle conflict, and make effective decisions under pressure.  
 
The Fairbanks North Star Borough School District is committed to providing reasonable 
accommodations, according to the applicable state and federal laws, to all individuals with 
qualified physical or mental disabilities. 
 
Job Qualifications 
The following are required: 

1. Alaska Type B administrative certificate (or ability to obtain by established deadline). 
2. Minimum of five (5) years of experience in school administration at a building or central 

office level. 
3. Must possess superior skills in leadership, supervision, and instructional program 

development and implementation.  
4. Must possess the ability to manage and direct other staff to work effectively with the 

community.  
5. Superior skills in written and verbal communication in English are required.  

 
The following is preferred: 

1. Superintendent endorsement. 
 

Additional Job Information 
Fairbanks North Star Borough School District employees must possess the ability to read and 
write in English. This includes the ability to communicate in English with school staff, coworkers, 
and the public. Employees must also have the ability to comprehend and carry out oral and 
written directions and understand and follow English instructions and written documents.  
 
The Fairbanks North Star Borough School District is an Equal Opportunity Employer. 
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