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DETROIT COMMUNITY SCHOOLS 
Job Description 

Job Title:  Superintendent 
Reports to:  Academy Board of Directors 

Job Summary
The Superintendent serves as the highest executive or administrator of the Academy and reports 
directly to the Academy Board of Directors (“Academy Board”).  The Superintendent is 
responsible for ensuring that the Academy operates within budget and provides quality education 
in a safe environment.  Subject to the approval of the Academy Board, the Superintendent drafts 
policies that govern the operation of all schools and the policies range from hiring teachers to 
disciplining students.  Consistent with the Contract, the Superintendent sets goals for Academy, 
such as improving test scores or developing a new curriculum in a subject area.  The 
Superintendent provides the administrative leadership to all school personnel in carrying out the 
goals and objectives of the Academy. 

Duties and Responsibilities
 Conceptualizes the broad goals of the school systems, translates goals into plans, plans an 

organization structure capable of accomplishing the goals, assesses the degree to which 
Academy Board policies and practices are attained, and plans responses to assessed need. 

 Creates the administrative procedures necessary for implementing personnel and fiscal policies 
consistent with the Contract, Academy Board policies, assessed needs, and applicable laws, 
rules, and regulations.  Once developed, the Superintendent assures that administrative 
procedures are implemented appropriately. 

 Assures that the Academy’s goals are represented by the educational goals in a manner 
consistent with legal, fiscal, organizational, and community demands.  This responsibility 
involves organizing and implementing an appropriate instructional program, evaluating the 
program, communicating support system needs to the Academy Board, maintaining 
appropriate working relationships with Academy Board, staff, and community, and complying 
with the various demands placed on the Academy. 

 Assures that the Academy’s goals are represented by infrastructure objectives pertaining to 
facilities, personnel, support services, and information management.  The Superintendent 
assures that Academy Board’s goals are translated into plans for the infrastructure, that plans 
are implemented, and information is collected, maintained, and communicated in an effective 
manner. 

 Keeps the Academy Board informed of the condition of the Academy’s educational system; 
assures effective communication between the Academy Board and the staff.  Relays all 
communications by the Academy Board regarding personnel to the Academy’s management 
company and management company employees and receives from school personnel any 
communications directed to Academy Board. 

 Develops and recommends to the Academy Board objectives of the educational system; sees 
to the development of internal objectives which support those of the Academy Board. 
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 Sees to the development of specific administrative procedures and programs to implement the 
intent established by Academy Board policies, directives, and formal action. 

 Maintains adequate records for the Academy, including a system of financial accounts, 
business and property records, personnel records, school population, and scholastic records. 

 Sees to the execution of all decisions of the Academy Board. 
 Is directly responsible for news releases and/or other items of public interest emanating from 

all employees working at the Academy which pertain to education matters, policies, 
procedures, school-related incidents or events.  Consistent with Academy Board policy, 
approves media interviews of this nature with employees working at the Academy. 

 Sees that appropriate in-service training is conducted.  Summons employees of the Academy 
to attend such regular and occasional meetings as are necessary to carry out the educational 
programs of the Academy. 

 Responsible for the appointment, discipline, or termination of employment of teaching and 
non-teaching personnel working at the Academy. 

 Sees to the development throughout the Academy of high standards of performance in 
educational achievement, use and development of personnel, public responsibility, and 
operating efficiency. 

 Files or causes to be filed all reports, requests, and appropriations as required by various 
governmental bodies and/or Academy Board policies. 

Qualifications
 Minimum of a Master’s degree from an accredited college or university. 
 Current Michigan School Administrative certification or obtain within current law. 
 Experience in administration with a focus on restructuring, process improvement, and financial 

stability. 
 Ability to serve as facilitator and leader of a large group. 
 Knowledge of state and federal laws and regulations affecting the operations of the Academy. 
 Must successfully pass a criminal records and background check consistent with the Code. 
 Must complete an unprofessional conduct check consistent with the Code. 
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Detroit Community Schools 
Job Description 

Job Title:  Project Manager/Coordinator 
Reports to:  Superintendent 

Job Summary
A Project Manager/Coordinator (“Project Manager”) is an individual who is in charge of ensuring 
that all the projects of the organization are executed efficiently and accurately.  As directed by the 
Superintendent, the Project Manager manages all school personnel involved in the designated 
project.  They are responsible for giving overall direction to the project.  They also have to do 
coordination between the team members of the project and the Superintendent.  Sometimes, the 
Project Manager has to implement new policies for projects.  The Project Manager ensures that 
strategies and procedures are followed during the execution of a project.  The Project Manager 
also has to meet the commitments and goals of the organization.  The project budget is also an 
important aspect of a project, so the Project Manager has to ensure the project is completed within 
the specified budget.  In order to execute a project, Project Manager has to assemble the project 
staff. 

Duties and Responsibilities
 Leading the planning process of a project. 
 Ensuring implementation of the project. 
 Managing the budget of the project. 
 Providing support to the members of the project team. 
 Monitoring the progress of the project. 
 Reporting on the progress of the project to the Superintendent. 
 Evaluating the project and assessing the results. 
 Assuring that the quality of the project is maintained. 
 Developing the plans of a full scale project. 
 Preparing and presenting reports in regards to progress of the project. 
 Identifying the problems of the project and finding a solution to the problems. 

Skills
 Needs to have critical thinking. 
 Must have problem solving skills. 
 Should have excellent planning skills. 
 Needs to have the ability to take decisions quickly. 
 Must be motivating and influential in nature. 
 Must possess excellent leadership qualities. 
 Excellent communication skills are a must. 

Qualifications
 Bachelor’s degree in business from an accredited college or university. 
 Five years of project management experience. 
 Experience in education, school administration, curriculum, or a related field. 
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  Must successfully pass a criminal records and background check consistent with the Code. 
 Must complete an unprofessional conduct check consistent with the Code. 
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DETROIT COMMUNITY SCHOOLS 
Job Description 

Job Title:  Business Manager 
Reports to:  Superintendent 

Job Summary
Under the direction of the Superintendent, the Business Manager has Academy-wide responsibility 
for managing the financial operations according the Academy policies and procedures and 
adhering to all state and federal legal requirements. 

Duties and Responsibilities
 Organization, operation, and evaluation of the Academy’s financial operations, including 

payroll, benefits, purchasing, accounts receivable, accounts payable, and general ledger 
accounting. 

 Maintenance of the relationship between the Academy and its professional employment 
organization. 

 Provision of direction and support to food services. 
 Provision of direction and support to pupil accounting. 
 Management of cash flow, investments, and borrowing. 
 Annual budget development and long range financial planning. 
 Administration of the Academy’s budget control system. 
 Budgeting, monitoring, and reporting of federal grants. 
 Implementation and facilitation of the annual external financial audit. 
 Preparation and distribution of annual and interim financial reports and accomplishment of all 

federal, state, ISD, and Bay Mills Community College (“BMCC”) reporting requirements. 
 Provision of any financial analysis requested by the Superintendent, the Academy Board, or 

BMCC for management purposes. 
 Other duties and responsibilities commensurate with this position. 

Qualifications
 Minimum Bachelor degree in business or accounting. 
 Master’s degree or CPA preferred. 
 Holds or is eligible for a current Chief Financial Officer (“CFO”) certificate or equivalent 

issues by Michigan School Business Officials. 
 Five (5) years of successful professional experience in school business management, 

accounting, or related field. 
 Demonstrated record of leadership and skills as a team member, team builder, and team 

facilitator interacting effectively with diverse groups of stakeholders. 
 Demonstrated ability to communicate effectively orally and in writing. 
 Proficient skills in Excel, Word, and Power Point. 
 Experience in computerized K-12 accounting systems. 
 Professional philosophy in accordance with the philosophy of Detroit Community Schools. 
  Must successfully pass a criminal records and background check consistent with the Code. 
 Must complete an unprofessional conduct check consistent with the Code.
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DETROIT COMMUNITY SCHOOL 
Job Description 

Job Title:  Director of Special Education 
Reports to:  Superintendent 

Job Summary
This position will provide leadership and direction in the development, implementation, 
coordination, and administration of the Academy’s special education program, including 
coordination with curriculum and staff development, Section 504 services, Child Study, and 
supervising all special education staff working at the Academy. 

Duties and Responsibilities
 Provide coordination, technical direction, and guidance in Academy programs and services, 

including staff and student assignments, as well as curriculum and instruction for special 
education students. 

 Administer all special education services while providing educational leadership and program 
management within special education programs. 

 Coordinate in-service for special education personnel, administration, and general educators 
regarding the education of handicapped children, health issues, and crisis intervention. 

 Conduct observations, conferences, and provide support to staff, monitor implementation of 
pupils’ Individualized Education Programs through classroom observations, attend Academy 
Individualized Education Program team meetings. 

 Conduct teacher evaluations based on Charlotte Danielson’s A Framework for Teaching.
 Work with the Superintendent to assure horizontal and vertical continuity and articulation of 

the Academy’s special education program. 
 Review all new tests for their appropriateness based upon psychometric characteristics (e.g., 

validity, reliability, standardization). 
 Monitor programs and services on a regular basis to assure compliance with application law 

and administrative rules. 
 Develop and facilitate Child Study process. 
 May be assigned additional functions and responsibilities by the Superintendent. 

Qualifications
 State of Michigan Director of Special Education Certificate or in process. 
 Valid Michigan special education teaching certificate preferred. 
 Master’s degree or above with emphasis in special education or closely related field preferred. 
 Minimum of three years successful teaching experience in special education. 
 Previous administrative experience preferred. 
 Demonstrated leadership in special education, curriculum development, supervision, 

evaluation, and public relations. 
 Demonstrated knowledge of current instructional methodology for special education. 
 High level of interpersonal skills to communicate verbally and in writing to wide variety of 

audiences. 
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  Must successfully pass a criminal records and background check consistent with the Code. 
 Must complete an unprofessional conduct check consistent with the Code. 
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DETROIT COMMUNITY SCHOOLS 
Job Description 

Job Title:  Human Resources Director 
Reports to:  Superintendent 

Job Summary
The Human Resources Director’s job is to implement HR programs and policies and to manage 
every aspect of school personnel development and relations.  The main responsibility of the HR 
manager is to manage, recruiting and staffing, performance management, benefits and 
compensation, organizational development, school personnel counseling services, and training. 

Duties and Responsibilities
 Developing a personnel oriented organization culture that emphasizes continuous 

improvement, teamwork, high performance, and quality. 
 Ensuring organizational conformation with applicable HR-related regulations and statutes, as 

well as organizational procedures and policies. 
 Implementing HR programs and policies as needed by the Academy. 
 Identifying, evaluation, and resolving human relations, employee morale, work performance, 

and organizational productivity concerns. 
 Ensuring that the job description for every school personnel position is up to date and accurate. 
 Developing staffing strategies and implementing programs and plans. 
 Identifying and cultivating effective and appropriate sources for employees for all job levels. 
 Creating school personnel training and organizational development programs. 
 Conducting performance reviews with personnel managers and monitoring school personnel 

attitudes, productivity, and performance outcome. 
 Providing staff and directors with the essential reporting in order to help them in managing 

school personnel resources. 
 Recruiting and retains top quality school personnel for each department and conducting 

interviews. 
 Ensuring that every aspect of human resources incorporates the vision, values, and culture of 

the Academy. 
 Managing the risk management work functions and assisting in developing health and safety 

programs for the volunteers and staff. 
 Participating as a senior management team member in weekly meetings in order to develop 

and discuss organizational procedures and policies. 

Skills and Specifications
 Ability to develop HR programs and policies based on new regulatory requirements. 
 Ability to develop technical papers, policy papers, and to present technical information to 

senior management. 
 Strong project management, time management, and leadership skills. 
 Demonstrated proficiency with MS Word, Power Point, and Excel. 
 Solid problem solving skills and business acumen. 
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 Able to manage multitask work in a strong paced environment. 
 Ability to mentor and supervise staff. 
 Ability to speak, write, and read the English language. 
 Able to work alone on a broad variety of projects. 
 Able to establish and maintain healthy working relationship with people in course of work. 
 Willingness to work additional hours in order to meet tight deadline. 

Qualifications
 Bachelor’s degree in business or human resources from an accredited university or institution. 
 Seven years of HR experience. 
  Must successfully pass a criminal records and background check consistent with the Code. 
 Must complete unprofessional conduct check consistent with the Code. 
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DETROIT COMMUNITY SCHOOLS 
Job Description 

Job Title:  Director of Information Technology 
Reports to:  Superintendent 

Job Summary
The Director of Information Technology shall be responsible to direct, manager, supervise, plan, 
and coordinate the activities and operations of the Information and Technology Service 
Department (“ITSD”), shall direct the implementation of the Wide Area Network and its interface 
with the Local Area Network, and provide leadership and guidance in the implementation of 
Academy-wide educational technology.  Under the direction of the Superintendent, supervises the 
ITSD and works cooperatively with other members of the management team in the formulation 
and implementation of Academy policies. 

Duties and Responsibilities
 Maintain communication and works in a collaborative manner with Academy administrators, 

principals, and directors to facilitate decision-making and problem solving in the areas of 
computer and technology services. 

 Participates in development and implementation of departmental goals, objectives, policy 
priorities, standards, and procedures. 

 Facilitates communication and coordination among instructional staff for the purpose of 
meeting curriculum guidelines and ensuring that state mandates are achieved. 

 Directs and coordinates the development, implementation, modification, and evaluation of 
Academy technology plans. 

 Assists schools with infrastructure design, acquisition, and development. 
 Directs and coordinates staff development in technology. 
 Develops bid specifications for computer/network hardware/peripherals for the purpose of 

implementing and maintaining services and/or programs. 
 Schedules and chairs monthly Academy technology committee meetings and attend Academy 

technology meetings. 
 Evaluates hardware and software to ensure suitability, compatibility, and economy prior to 

purchase. 
 Coordinates the assessment of current and future technology requirements of the Academy. 
 Develops and manages a budget for the purpose of ensuring efficient program operations and 

complying with established fiscal guidelines. 
 Directs and helps maintain the Academy website. 
 Plans, installs, configures, maintains, and updates network or application software, including 

operating systems, security, utilities, and file management. 
 Works to set standards for technology use for students and instructional staff. 
 Manages and implements technology grants and related budgets. 
 Supervises the administrative technology staff. 
 Designs and implements Academy-wide internet connections. 
 Performs related duties as assigned. 
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Ability To
 Plan, organize, and coordinate technology resources. 
 Develop and implement procedures to optimize system efficiency and performance. 
 Design and implement LANs and WANs. 
 Analyze problems and formulate logical conclusions. 
 Communicate clearly and concisely, both orally and in writing. 
 Establish working relationships with staff, parents, community, and agency representatives. 
 Complete assignments promptly and accurately 
 Work in a team environment. 

Qualifications
 Bachelor’s degree in computer science or related field.  Master’s degree preferred. 
 Five years of directly-related experience, including overseeing technology implementation, 

system development, and computer/data processing training. 
 Knowledge of local area and wide area network topologies, cross-platform solutions and 

cabling strategies, and data communications equipment in mainframe or miniframe 
environment. 

 Knowledge of K-12 instructional practices, principles, and techniques of educational 
technology. 

 Knowledge of computer hardware/software and peripheral equipment diagnosis and repair. 
 Supervisory, training, and management skills. 
  Must successfully pass a criminal records and background check consistent with the Code. 
 Must complete unprofessional conduct check consistent with the Code. 
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DETROIT COMMUNITY SCHOOLS 
Job Description 

Job Title:  Director of Student Services 
Reports to:  Superintendent 

Job Summary
The Director of Student Services oversees the delivery of programs for primary and secondary 
Academy students.  The Director creates, implements, and manages pupil support services groups.  
She/he performs duties in accordance with established federal, state, and Academy-level policies.  
The Director of Student Services manages a staff assigned to student services programs, not limited 
to, but including, Guidance Counselors, Dean of Students, Attendance Clerk, and clerical support. 

Duties and Responsibilities
 Evaluate and modify events to prevent on-campus conflicts. 
 Manage and monitor program expenditures to ensure funds are allocated accordingly. 
 Encourage student participation in organizational events. 
 Work closely with families to foster understanding of available school programs and services. 
 Function as liaisons between students’ school and home environments. 
 Maintain case files and attendance reports, attend staff meetings, and participate in team 

conferences. 
 Oversee the discipline process to ensure consistency in Academy’s disciplinary policies and 

procedures. 
 Make recommendations to Superintendent regarding student suspension and expulsion. 

Qualifications

 Effectively communicate with students, parents, and various levels of management. 
 Ability to simplify complex material into public information. 
 Possess the skills necessary to efficiently resolve complaints and conflicts. 
 Experience with interpreting federal and state regulatory information. 
 Ability to interpret documents, generate memorandums, and correspond with parents and 

Academy. 
 Master’s degree from an accredited college or university. 
 The focus preferably should be in education, school administration, curriculum, or a related 

field. 
 Must successfully pass a criminal records and background check consistent with the Code. 
 Must complete unprofessional conduct check consistent with the Code. 
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DETROIT COMMUNITY SCHOOLS 
Job Description 

Job Title:  Dean of Students 
Reports to:  Director of Student Services 

Job Summary
The Dean of Students ensures that the students receive all the facilities that they are entitled to and 
help in their academic, as well as personal, growth.  A Dean of Students deals with promoting the 
performance of the students by holding discussions with teachers, management, students, and the 
families of students.  The Dean of Students serves as a member of the administrative team to 
develop and implement the total school program. 

Duties and Responsibilities
 Pre-class organization. 
 Implement referral process. 
 Enforce Student Code of Conduct, suspension, detention. 
 Parent contact. 
 Develop and monitor after-school detention program. 
 Hallway monitoring. 
 Lunchroom duty. 
 Updating Power School. 
 Assembly management. 
 Planning and implementing the Academy’s instructional program. 
 The Dean assists in the development and establishing of the school goals and objectives for 

the Academy’s instructional program. 
 Handling disciplinary procedures. 
 The Dean assists to define and disseminate information about Academy disciplinary policies 

and procedures to parents, students, staff, and community. 
 The Dean promotes and maintains open communications and positive student attitudes. 
 The Dean respects the dignity and worth of staff and students and complies with established 

lines of authority. 
 The Dean assists in completion of records and reports and in the supervision and inventory of 

necessary supplies, textbooks, equipment, and materials.  

Skill Requirements
 Active Listening – giving full attention to what other people are saying, taking time to 

understand the points being made, asking questions as appropriate, and not interrupting at 
inappropriate times. 

 Reading Comprehension – understanding written sentences and paragraphs in work-related 
documents. 
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Physical and Mental Ability to Meet Teaching Responsibilities
 Demonstrates the physical and psychological capacity for the demands of the teaching 

assignment. 

Qualifications
 Minimum of Associate’s degree, 60 credit hours of college-approved credit, or successful 

passing of the Work Keys test to be high qualified according to Michigan Department of 
Education criteria. 

 Experience of having worked as a high school teacher for at least three years. 
 Ability to work well with students, staff, and parents. 
 Ability to demonstrate mature judgment and moral and ethical behavior. 
 Ability to project a positive outlook, manner, and appearance. 
 Ability to communicate with students, parents, peers, and subordinates in clear, concise 

manner. 
 Ability to problem solve, analyzing information, and evaluating results to choose the best 

solution. 
 Must successfully pass a criminal records and background check consistent with the Code. 
 Must complete an unprofessional conduct check consistent with the Code. 
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DETROIT COMMUNITY SCHOOLS 
Job Description 

Job Title:  Director of Building and Grounds 
Reports to:  Superintendent 

Job Summary
The Director of Building and Grounds maintains Academy buildings and grounds in top condition 
to ensure full and productive use of Academy facilities.  Supervises and coordinates the activities 
of maintenance workers, grounds workers, and custodial services personnel.  Carries out all duties 
required to create and maintain a pleasing environment.  This may include the repair and 
maintenance of mechanical equipment, general repairs to the building including lighting, 
plumbing, furniture, etc.  The Director of Building and Grounds also oversees external and internal 
landscaping. 

Duties and Responsibilities
 Follows all safety standards and training guidelines throughout the performance of duty. 
 Adhere to all Academy health and safety policies, including all precautions of the Bloodborne 

Pathogens Exposure Control Plan. 
 Follow the directions of the Superintendent in accordance with assigned daily duties and the 

posted work schedule. 
 Lock and unlock doors as instructed by the Superintendent. 
 Keep building and grounds clean and have the ability to operate equipment, such as floor 

buffers, lift and empty trash cans, bend over to clean bathroom facilities, clean tables, work on 
a ladder for such tasks as changing light bulbs, and clean windows. 

 Make minor repairs to the building. 
 Arrange for the services of outside contractors as needed. 
 Order and maintain suitable supplies, tools, and equipment for all Academy facilities and 

property. 
 Report to administrator any needed minor repairs and/or safety concerns. 
 Care for custodial equipment, including proper use, and check for maintenance and repair. 
 Responsible for the cleanliness, maintenance, and repair of Academy’s vehicles. 
 Conduct detailed inspections of buildings and grounds and establish maintenance and repair 

schedule for Academy facilities. 
 Plan and oversee all maintenance and repair work. 
 Work involves medium to heavy lifting of boxes, reaching, pushing, pulling, carrying, 

stooping, kneeling, ladder climbing, maneuvering in confined spaces, prolonged standing and 
walking, work involves exposure to extreme temperatures, chemicals, and smells commonly 
associated with schools in general. 

Qualifications
 High school education required. 
 Certification in landscape; plumber’s or electrician assistant preferred. 
 Three years’ work experience in the areas of building repairs and landscaping. 
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 Valid State of Michigan driver’s license. 
 Physical ability to kneel, crawl, bend, stoop, climb, push, pull, and lift heavy objects. 
 Must successfully pass a criminal records and background check consistent with the Code. 
 Must complete an unprofessional conduct check consistent with the Code. 
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DETROIT COMMUNITY SCHOOLS 
Job Description 

Job Title:  K-8 Principal 
Reports to:  Superintendent 

Job Summary
Under the general direction of the Superintendent, this position will provide leadership and 
direction in the development, implementation, coordination, and administration of the Academy’s 
K-8 program, including the coordination with curriculum, instruction and assessment, professional 
staff development, parent communications, building a positive school culture, and supervising all 
K-8 personnel for the Academy. 

Duties and Responsibilities
 Provide coordination, technical direction, and guidance in Academy programs and services, 

including staff and student assignment, as well as curriculum and instruction for special 
education students. 

 Administer all special education services while providing educational leadership and program 
management within special education programs. 

 Coordinate in-service for special education personnel, administration, and general educators 
regarding the education of handicapped children, health issues, and crisis intervention. 

 Conduct observations, conferences, and provide support to staff, monitor implementation of 
pupils’ individualized education programs through classroom observations; attend Academy 
Individualized Education Program team meetings. 

 Conduct teacher evaluations based on Common Core – A Framework For Teaching.
 Work with the Superintendent to assure horizontal and vertical continuity and articulation of 

the Academy’s special education program. 
 Review all new tests for their appropriateness based upon psychometric characteristics (e.g., 

validity, reliability, and standardization). 
 Monitor programs and services on a regular basis to assure compliance with current rules. 
 Develop and facilitate Child Study process. 
 May be assigned additional functions and responsibilities by the Superintendent. 

Qualifications
 Master’s degree in education leadership or related area. 
 Five years of early childhood or elementary teaching experience. 
 Current Michigan School Administrative certification or obtain within current law. 
 School administrative experience preferred. 
 Strong written and verbal communication skills. 
 Successful use of student data to improve student learning. 
 Working knowledge of the Shared Leadership Model. 
 Good work ethic and high standards for work performance. 
 Knowledge of school improvement processes best practices instruction and assessment. 
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 Ability to lead faculty, staff, and students through implementation of curricular and 
programmatic objectives. 

 Ability to evaluate teacher performance and program effectiveness. 
 Ability to coach elementary school teachers in implementing instructional strategies. 
 Demonstrates an understanding of state and federal standards. 
 Knowledgeable about special education rules and regulations. 
 Knowledgeable about the role of support staff in the educational process. 
 Must successfully pass a criminal records and background check consistent with the Code. 
 Must complete an unprofessional conduct check consistent with the Code. 
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DETROIT COMMUNITY SCHOOLS 
Job Description 

Job Title:  High School Principal 
Reports to:  Superintendent 

Job Summary
The high school principal manages the entire academic operation of the Academy’s high school.  
The high school principal provides instructional leadership within a building and manages 
academic programs in accordance with the overall mission of the Academy.  The high school 
principal provides direction in the development, implementation, coordination, and administration 
of the Academy’s high school program.  The high school principal ensures that the instructional 
and support personnel receive quality professional development. 

Duties and Responsibilities
 Works under the supervision of the Superintendent. 
 Responsible for managing the operations of the school to continuously meet its goals and 

objectives. 
 Establishes committees for school departments and organizes the student schedules. 
 Oversees staff performance, supervises student behavior, and ensures that the academic 

programs are thriving. 
 Develops school budgets and administers school-wide activities. 
 Directs the curriculum to prepare students for graduation and provides the environment within 

the school that is aligned with the Academy’s requirement for graduation. 
 Implement and oversee academic programs that offer the students the foundation and guidance 

in particular course selections. 
 Ensure that students abide by the school guidelines and student code of conduct. 
 Interrelate with students, parents, teachers, and staff on continuous basis. 
 Employed for full year, including summer months. 
 Successful use of student data to improve student learning. 

Qualifications
 Master’s degree or doctoral degree in school administration or a related field. 
 Current Michigan School Administrative certification or obtain within current law. 
 Five (5) years of secondary teaching experience. 
 Three (3) years of experience in an administrative position. 
 Strong interpersonal and leadership skills. 
 Ability to structure, implement, and manage a wide range of school and business projects. 
 Visionary, with organizational and analytical skills. 
 Ability to evaluate teacher performance and program effectiveness. 
 Ability to coach secondary school teachers in implementing instructional strategies. 
 Demonstrate an understanding of state and federal standards. 
 Knowledgeable about special education rules and regulations. 
 Must successfully pass a criminal records and background check consistent with the Code. 
 Must complete unprofessional conduct check consistent with the Code.
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Job Description 

Job Title:  Special Education Teacher (Resource Room) 
Reports to:  Principal 

Job Summary
Special education teachers are responsible for teaching the students in classes from primary to 
higher secondary level that have learning disabilities, physical, mental, or emotional impairments.  
They work under Individualized Education Plans, which outlines the necessary supports, 
accommodations, and destinations for the children.  These destinations can comprehend both 
pedantic and behavioral interests.  Special education teachers are responsible for holding meetings 
with the parents/caretakers, informing them about the necessary characteristics of the children. 

Duties and Responsibilities
 Maintain accurate, complete student records and prepare reports on children and activities as 

required by laws, Academy policies, and administrative regulations. 
 Teach socially acceptable behavior, employing techniques such as behavior modification and 

positive reinforcement. 
 Prepare materials and classrooms for class activities. 
 Establish and enforce rules for behavior and policies and procedures to maintain order among 

students. 
 Meet with parents and guardians to discuss their children’s progress and to determine their 

priorities for their children and their resource needs. 
 Observe and evaluate students’ performance, behavior, social development, and physical 

health. 
 Employ special educational strategies and techniques during instruction to improve the 

development of sensory and perceptual motor skills, language, cognition, and memory. 
 Teach personal development skills such as goal setting, independence, and self-advocacy. 

Qualifications
 Bachelor’s degree in special education. 
 Valid Michigan special education teaching certificate. 
 Ability to relate positively with students, teachers, and parents. 
 Ability to work with other professionals in a collaborative manner. 
 High level of interpersonal and communication skills. 
 Must successfully pass a criminal records and background check consistent with the Code. 
 Must complete an unprofessional conduct check consistent with the Code. 
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Job Description 

Job Title:  High School Science Teacher 
Reports to:  High School Principal 

Job Summary
The job of a high school science teacher involves helping students learn about biology, physics, 
chemistry, astronomy, marine science, and other investigatory courses through hands-on activities, 
lab experiments, computer, field trips, mixed media materials, and other resources.  Depending on 
the subject they teach, science teachers may find work in middle or high school and universities. 

Duties and Responsibilities
 Plan study programs to meet students’ needs, interests, and abilities. 
 Design curriculum as per the needs of the students. 
 Evaluate and assess students’ progress on a periodic basis. 
 Monitor individual student progress. 
 Take corrective measures to enhance student learning abilities. 
 Prepare student progress reports. 
 Instruct students on proper use of equipment, materials, and textbooks. 
 Set and monitor standards of student behavior. 
 Assist staff members in assessing students’ attitude, learning problems. 
 Advise parents on students’ progress and development. 
 Organize class time as per the instructional plans. 
 Maintain inventory of instructional materials, aids, and equipment. 
 Coordinate and support teaching aides and assistants in their tasks. 
 Ensure compliance of teaching objectives to Michigan common core administrative 

regulations and procedures. 
 Maintain accurate, complete student records and prepare reports. 

Qualifications
 Valid Michigan teaching certificate, high school endorsement. 
 Ability to relate positively with students, teachers, and parents. 
 Ability to work with other professionals in a collaborative manner. 
 High level of interpersonal and communication skills. 
 Must successfully pass a criminal records and background check consistent with the Code. 
 Must complete an unprofessional conduct check consistent with the Code. 
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Job Description 

Job Title:  High School Teacher 
Reports to:  High School Principal 

Job Summary
The job of a high school teacher involves teaching students in one or more subjects at freshman to 
senior level.  They will work in their fields of specialization/certification, such as history, 
mathematics, English, science, physical education, music, or foreign languages, etc.  The high 
school teacher teaches up to seven classes daily.  A high school teacher undertakes complex jobs 
that relate to the welfare of children, starting with the beginning of their teenage years.  You must 
ensure that the priorities of following the school curriculum are kept at the very top of your 
activities.  If you take this course of action, then you can be successful in the role. 

Duties and Responsibilities
 Establishing and enforcing rules for behavior among students. 
 Adapting teaching methods to meet students’ educational needs. 
 Instructing students through discussions, lectures, and presentations in assigned subjects. 
 Preparing and grading assignments and exams. 
 Preparing class lessons, planning, and conducting class activities. 
 Maintaining and updating student records. 
 Observing and evaluating students’ behavior, performance, health, and social development. 
 Identifying the learning needs of individual children. 
 Providing learning environments that are stimulating where the student can develop their 

potential and also experience growth. 
 Helping students gain the appropriate attitude, skills, and knowledge. 
 Communicating to parents and the school’s management on the progress of the students. 
 Supervising after school and extracurricular activities. 
 Assigning and grading homework and class work. 
 Preparing, administering, and grading assignments and tests with an aim of evaluating the 

progress of the students. 
 Maintain student attendance and other records. 
 Preparing lesson plans, course outlines, and objectives. 
 Participating in disciplinary matters which relate to enforcing school administration policies. 

Skills and Specifications
 Conversant with the basic school curriculum. 
 Excellent communication and interpersonal skills. 
 Excellent classroom management skills. 
 Must love working with children. 
 Creative, imaginative, energetic, patient, resourceful. 
 Pleasant voice. 
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 Superior leadership skills. 
 Cheerful. 

Education and Qualifications
 Bachelor’s degree in education. 
 Master’s degree preferred. 
 Secondary teaching certificate in respective specializations. 
 Strong subject matter knowledge. 
 Two years high school teaching experience. 
 Must successfully pass a criminal records and background check consistent with the Code. 

 Must complete an unprofessional conduct check consistent with the Code. 
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Job Description 

Job Title:  Middle School Teacher 
Reports to:  Elementary Principal 

Job Summary
The middle school teacher is expected to have a positive attitude to learning.  They are responsible 
for importing knowledge to younger members of the community, and they will act as role models 
in the classroom.  The role requires someone that is both enthusiastic and suitably qualified to take 
on the daunting task of educating sixth to eighth grade students.  They must demonstrate the 
willingness to work in different contexts and to support the various elements that make this role 
interesting.  It is imperative that they take a positive attitude in all the things that they do. 

Duties and Responsibilities
 Teaches and instructs in subject matter areas commonly found in a comprehensive middle 

school education program. 
 Utilize an adopted course of study, instructional program guidelines, and other materials in 

planning and developing lesson plans. 
 Review, analyze, and evaluate individual students’ histories and backgrounds in order to 

design instructional programs to meet individual needs. 
 Review, analyze, evaluate, and report pupil academic, social, and emotional growth. 
 Prepare, administer, score, record, and report the results of criterion reference tests and group 

standardized tests. 
 Counsel and confer with parents, school, and Academy personnel regarding pupil progress. 
 Cooperatively pursue alternative solutions to pupil learning problems. 

Qualifications
 Bachelor’s degree in education. 
 Master’s degree in education preferred. 
 Certification specific to grades six to eight course subject. 
 Two years prior teaching experience preferred. 
 Knowledge of principles, methods, and techniques pertaining to teaching and instruction of 

middle school students. 
 Strong interpersonal communication skills. 
 Detail oriented and organized. 
 Demonstrates good judgment and problem solving skills. 
 Must successfully pass a criminal records and background check consistent with the Code. 
 Must complete an unprofessional conduct check consistent with the Code. 
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Job Description 

Job Title:  Elementary School Teacher (self-contained) 
Reports to:  Elementary Principal 

Job Summary
An elementary school teacher is responsible for teaching children from grades K-5.  These teachers 
are crucial to the development of the children.  They are the ones who introduce children to social 
studies, languages, science, and mathematics.  The teachers use books, computers, artwork, music, 
and games to teach the children the most basic skills.  They help children solve problems and also 
understand concepts. 

Duties and Responsibilities
 Identifying the learning needs of individual children. 
 Planning and delivering learning instructions that are based on the needs of the students. 
 Providing learning environments that are stimulating, where the children can develop their 

potential and also experience growth. 
 Helping students gain the appropriate attitude, skills, and knowledge. 
 Use such evaluation tools as tests, Scantron, and MSTEP to evaluate the progress of the 

students. 
 Communicating to parents and the school’s management on the progress of the children. 
 Serving as mentors and role models to the students. 
 Organizing, directing, and supervising parent volunteers and teaching assistants. 
 Supervising after school and extracurricular activities. 
 Attending seminars, sessions related to professional development, as well as meetings. 
 Dealing with family emergencies, forgotten lunches, and minor accidents. 
 Assigning and grading homework and class work. 
 Preparing, administering, and grading assignments and tests with an aim of evaluating the 

progress of the student. 
 Maintaining student attendance and other records. 
 Preparing and implementing remedial sessions for the children who require extra assistance. 
 Preparing lesson plans, course outlines, and objectives. 
 Enforcing school administration policies. 
 Providing learning resources and materials. 
 Planning and supervising trips and classroom activities. 

Skills and Specifications
 Excellent communication and interpersonal skills 
 Excellent classroom management skills. 
 Must love working with children. 
 Creative. 
 Imaginative. 
 Energetic. 
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 Patient. 
 Resourceful. 
 Superior organizational skills. 
 Pleasant voice. 
 Superior leadership skills 
 Cheerful. 

Qualifications
 Bachelor’s degree in education. 
 Master’s preferred. 
 Education certification in K-5 self-contained. 
 Must successfully pass a criminal records and background check consistent with the Code. 
 Must complete an unprofessional conduct check consistent with the Code. 
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Job Description 

Job Title:  ELA Coach 
Reports to:  Principal 

Job Summary
The primary role of the ELA Coach is to mentor and support teaching and learning through 
modeling, coaching, and professional development to improve and accelerate student achievement 
through quality curriculum and instruction. 

Duties and Responsibilities
 Collaborate with staff to collect and analyze data for professional development needs in the 

school. 
 Coordinate, monitor, and deliver Academy mandated staff development, as well as staff 

development identified by the Superintendent. 
 Assist teachers in transferring theory into practice. 
 Support the common vision, mission, values, and goals of the Academy. 
 Understand and work to improve school culture. 
 Facilitate the induction of beginning teachers into their professional roles and responsibilities. 
 Collaborate with Principal for the administration of assessment instruments, collection and 

analysis of performance data, and the identification of instructional priorities. 
 Develop understanding and proficiency in the alignment of curriculum with State of Michigan 

common core curriculum standards, implementation of performance benchmarks, authentic 
assessment, diagnostic-prescriptive instruction, inclusion of special education students in 
uninterrupted literacy blocks, and the differentiation of expectations, materials, and 
assignments within learning centers. 

 Provide content-specific technical assistance and support in the use of the adopted textbook 
series, supplemental materials, and instructional technology.  Plan and implement sequential 
learning experiences for students using a variety of instructional strategies consistent with the 
Academy’s philosophy. 

 Display the highest ethical and professional behavior and standards when working with 
students, parents, school personnel, and other agencies associated with the school. 

 Establish high standards and expectations for all students for academic performance and 
responsibility for behavior. 

Qualifications
 Valid State of Michigan certificate with ELA endorsement. 
 Must meet NCLB certification requirements. 
 Have five (5) years of excellent experience in teaching and working with children. 
 Have excellent integrity and demonstrate good moral character and initiative. 
 Ability to work with other professionals in a collaborative manner. 
 Exhibits a personality that demonstrates enthusiasm and interpersonal skills to relate well with 

students, staff, administration, parents, and the community. 
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 Must successfully pass a criminal records and background check consistent with the Code. 
 Must complete an unprofessional conduct check consistent with the Code.
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Job Description 

Job Title:  Math Coach 
Reports to:  Principal 

Job Summary
The primary role of the Math Coach is to mentor and support teaching and learning through 
modeling, coaching, and professional development to improve and accelerate student achievement 
through quality curriculum and instruction. 

Duties and Responsibilities
 Collaborate with staff to collect and analyze data for professional development needs in the 

school. 
 Coordinate, monitor, and deliver Academy mandated staff development, as well as staff 

development identified by the Superintendent. 
 Assist teachers in transferring theory into practice. 
 Support the common vision, mission, values, and goals of the Academy. 
 Understand and work to improve school culture. 
 Facilitate the induction of beginning teachers into their professional roles and responsibilities. 
 Collaborate with Principal for the administration of assessment instruments, collection and 

analysis of performance data, and the identification of instructional priorities. 
 Develop understanding and proficiency in the alignment of curriculum with State of Michigan 

common core curriculum standards, implementation of performance benchmarks, authentic 
assessment, diagnostic-prescriptive instruction, inclusion of special education students in 
uninterrupted literacy blocks, and the differentiation of expectations, materials, and 
assignments within learning centers. 

 Provide content-specific technical assistance and support in the use of the adopted textbook 
series, supplemental materials, and instructional technology.  Plan and implement sequential 
learning experiences for students using a variety of instructional strategies consistent with the 
Academy’s philosophy. 

 Display the highest ethical and professional behavior and standards when working with 
students, parents, school personnel, and other agencies associated with the school. 

 Establish high standards and expectations for all students for academic performance and 
responsibility for behavior. 

Qualifications
 Valid State of Michigan certificate with math endorsement. 
 Must meet NCLB certification requirements. 
 Have five (5) years of excellent experience in teaching and working with children. 
 Have excellent integrity and demonstrate good moral character and initiative. 
 Ability to work with other professionals in a collaborative manner. 
 Exhibits a personality that demonstrates enthusiasm and interpersonal skills to relate well with 

students, staff, administration, parents, and the community. 
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 Must successfully pass a criminal records and background check consistent with the Code. 
 Must complete an unprofessional conduct check consistent with the Code. 
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Job Description 

Job Title:  Elementary Paraprofessional 
Reports to:  Elementary Principal 

Job Summary
Paraprofessionals work with students on supplemental instruction, whereas the teacher’s role is to 
keep the class learning at a grade level.  Paraprofessionals help students, individually or in groups, 
with assignments by utilizing specific teaching strategies and an acquired knowledge of learning 
styles.  The paraprofessional allows the teacher more time to plan lessons and perform direct 
teaching.  Paraprofessionals must understand how to apply classroom management techniques and, 
in the teacher’s absence, can serve as the chief source of information for the substitute teacher. 

Duties and Responsibilities
 Knowledge of subject matter: 

 Demonstrates in practice appropriate knowledge in assigned teaching responsibilities. 

 Teaching methodology and responsibilities: 
 Supports the facilitation of monitoring student progress. 
 Administers intervention services. 
 Analyzes and reviews data with school personnel in order to provide appropriate 

intervention leading to increased student achievement. 

 Manner and efficacy of student discipline: 
 Uses consistent and fair treatment with students. 
 Utilizes a reasonable variety of techniques and methods for remedying unacceptable 

student behavior. 

 Rapport with parents, students, and other staff members: 
 Interacts with students in a positive manner, demonstrating respect for individual feelings. 
 Works in cooperative and professional manner with colleagues. 
 Communicates effectively with parents and staff. 
 Maintains, promotes, and implements building goals, objectives, and procedures. 
 Demonstrates the physical and psychological capacity for the demands of the teaching 

assignment. 

Qualifications
 Minimum of Associate’s degree, 60 credit hours of college-approved credit, or successful 

passing of the Work Keys test to be highly qualified according to Michigan Department of 
Education criteria. 

 Ability to work well with students, staff, and parents. 
 Ability to demonstrate mature judgment and moral and ethical behavior. 
 Ability to project a positive outlook, manner, and appearance.  
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 Must successfully pass a criminal records and background check consistent with the Code. 
 Must complete an unprofessional conduct check consistent with the Code. 
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Job Description 

Job Title:  Paraprofessional (Title I) 
Reports to:  Building Principal 

Job Summary
Paraprofessionals work with students on supplemental instruction, whereas the teacher’s role is to 
keep the class learning at grade level.  Paraprofessionals help students, individually or in groups, 
with assignments by utilizing specific teaching strategies and an acquired knowledge of learning 
styles.  The paraprofessional allows the teacher more time to plan lessons and perform direct 
teaching.  Paraprofessionals assist in developing a positive learning environment with measureable 
student results, focusing on areas in assigned teaching responsibilities. 

Duties and Responsibilities
 Demonstrates in practice appropriate knowledge in assigned teaching responsibilities. 
 Supports the facilitation of monitoring student progress. 
 Administers intervention services. 
 Analyzes and reviews data with school personnel in order to provide appropriate intervention 

leading to increased student achievement. 
 Uses consistent and fair treatment with students. 
 Utilizes a reasonable variety of techniques and methods for remedying unacceptable student 

behavior. 
 Interacts with students in a positive manner, demonstrating respect for individual feelings. 
 Works in cooperative and professional manner with colleagues. 
 Communicates effectively with parents and staff. 
 Maintains, promotes, and implements building goals, objectives, and procedures. 
 Demonstrates the physical and psychological capacity for the demands of the teaching 

assignment. 

Qualifications
 Minimum of Associate’s degree, 60 credit hours of college-approved credit, or successful 

passing of the Work Keys test to be highly qualified according to Michigan Department of 
Education criteria. 

 Ability to work well with students, staff, and parents. 
 Ability to demonstrate mature judgment and moral and ethical behavior. 
 Ability to project a positive outlook, manner, and appearance. 
 Must successfully pass a criminal records and background check consistent with the Code. 
 Must complete an unprofessional conduct check consistent with the Code. 
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Job Description 

Job Title:  Third-Fifth Grade Reading Specialist 
Reports to:  Elementary Principal 

Job Summary
A Reading Specialist, also known as a reading literacy specialist, is an educator who focuses on 
helping students grades three to five to read and write and who develops programs designed to 
improve students’ skills in all aspects of the language arts.  A Reading Specialist works hand-in-
hand with other educators to identify students with problems and to give them the extra attention 
and coaching needed to get the students on an equal footing with their peers. 

Duties and Responsibilities
 Assess the literacy skills of third to fifth grade students. 
 Identify students with reading and writing problems and provide personal attention and 

coaching to help students overcome their reading and writing deficits. 
 Identify educational materials that can be used in building literacy skills. 
 Assist other teachers and staff in developing strategies to assist slow learners. 

Qualifications
 Bachelor’s degree in education, including course work focusing on literacy education. 
 Master’s degree in education preferred. 
 Certification specific to Reading Specialist. 
 Two years prior teaching experience preferred. 
 Knowledge of principles, methods, and techniques pertaining to reading 180 and/or system 44. 
 Strong interpersonal and communication skills. 
 Must successfully pass a criminal records and background check consistent with the Code. 
 Must complete an unprofessional conduct check consistent with the Code. 
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Job Description 

Job Title:  High School Math Teacher 
Reports to:  Principal 

Job Summary
The job of a High School Math Teacher involves teaching high school students different 
mathematics principles.  Depending on the education level of the students he/she is teaching, a 
math teacher should specialize in algebra, advanced algebra, probability geometry, trigonometry, 
statistics, pre-calculus, and other math studies.  Create lesson plans, assigning and grading 
homework, managing students, assisting students individually or in groups, communicating with 
parents, engaging classes with stimulating discussions, creating exam materials based on past 
lectures, and helping students prepare for college entry exams. 

Duties and Responsibilities
 Cooperate with teachers, parents, and community members. 
 Enhance teaching team practice and grow professionally. 
 Offer rigorous curriculum aligning with State of Michigan common core guidelines. 
 Provide alternative force choice and creative assessment for students. 
 Enable field studies to improve classroom curriculum. 
 Offer input and assist grade level, subject matter, and leader led conferences. 
 Oversee school uniform and discipline policies. 
 Develop parent and family involvement in school life and curriculum. 
 Engage and lead professional development programs. 
 Offer individual help to students to ensure satisfactory progress. 
 Synthesize with colleagues on school activities to ensure academic success. 
 Discuss with parents on student progress and academic achievements. 
 Instruct rules of conduct and ensure classroom and campus discipline. 
 Counsel students during academic and adjustment problems. 
 Handle attendance, progress reports, and grade records. 
 Plan study programs to meet students’ needs, interests, and abilities. 
 Design curriculum as per the needs of the students. 
 Evaluate and assess students’ progress on a periodic basis. 
 Monitor individual students’ progress. 
 Take corrective measures to enhance student learning abilities. 
 Instruct students on proper use of equipment, materials, and textbooks. 
 Maintain inventory of instructional materials, aids, and equipment. 
 Maintain accurate, complete student records and prepare reports. 

Qualifications
 Valid Michigan teaching certificate, high school math endorsement. 
 Ability to relate positively with students, teachers, and parents. 
 Ability to work with other professionals in a collaborative manner. 
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 High level of interpersonal and communication skills. 
 Time management and administrative skills. 
 Excellent written and verbal communication skills. 
 Ability to handle challenging behavior. 
 Ability to motivate a group of students and explain things as creatively as possible. 
 Must successfully pass a criminal records and background check consistent with the Code. 
 Must complete an unprofessional conduct check consistent with the Code. 
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Job Description 

Job Title:  High School Physical Education Teacher 
Reports to:  High School Principal 

Job Summary
Physical education teachers work goes beyond playing games with students in the gym.  It involves 
promoting an attitude of health and physical fitness while keeping the physical education facilities 
and equipment maintained and performing other teacher and coaching duties. 

Duties and Responsibilities
 Plan and teach physical education classes at multiple grade levels. 
 Maintain the equipment and facilities. 
 Curricula includes course work in health. 
 Provide budget recommendation for new equipment purchases. 
 Organize and promote games and challenges that promote physical activity among students. 
 Instruct students in fitness and inspire them to live healthy lifestyles. 
 Conduct health and physical activity classes. 
 Must adjust curricula to adapt to students with disabilities or different physical abilities. 
 May be expected to coach school sports teams (stipend may be provided). 
 Attend school’s athletic events. 

Qualifications
 Valid Michigan teaching certificate in physical education and health. 
 First aid/CPR certification. 
 Demonstrate lifestyle that promotes physical fitness and health. 
 Possess some athletic skills in order to demonstrate activities. 
 Ability to motivate a group of students. 
 Strong organizational and management skills. 
 Must successfully pass a criminal records and background check consistent with the Code. 
 Must complete unprofessional conduct check consistent with the Code. 
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Job Description 

Job Title:  High School History Teacher 
Reports to:  High School Principal 

Job Summary
High school history teachers offer students classroom instruction that builds upon the national, 
state, local, and global history they’ve learned in earlier grades.  Most high school history teachers 
help their students to move beyond routine memorization into critical analysis of historical events.  
Careers in teaching high school history classes may also include American history, world history, 
civics, economics, and general social studies. 

Duties and Responsibilities
 Plan and teach history classes at multiple grade levels. 
 Offer rigorous curriculum aligning with State of Michigan common core guidelines. 
 Plan elements such as field trips. 
 Assess the progress of a pupil and offer assistance when necessary. 
 Instruct rules of conduct and ensure classroom and campus discipline. 
 Maintain inventory of instructional materials, aids, and equipment. 
 Handle attendance, progress reports, and grade records. 
 Oversee school uniform and discipline policies. 

Qualifications
 Valid Michigan teaching certificate in high school history (to include civics and/or economics). 
 Ability to relate positively with students, teachers, and parents. 
 Ability to work with other professionals in a collaborative manner. 
 Time management and verbal communication skills. 
 Excellent written and verbal communication skills. 
 Ability to handle challenging behavior. 
 Ability to motivate a group of students and explain things as creatively as possible. 
 Must successfully pass a criminal records and background check consistent with the Code. 
 Must complete unprofessional conduct check consistent with the Code. 
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Job Description 

Job Title:  K-8 Physical Education Teacher 
Reports to:  K-8 Principal 

Job Summary
Physical education teachers’ work goes beyond playing games with students in the gym.  It 
involves promoting an attitude of health and physical fitness while keeping the physical education 
facilities and equipment maintained and performing other teacher and coaching duties. 

Duties and Responsibilities
 Plan and teach physical education classes at multiple grade levels. 
 Maintain the equipment and facilities. 
 Curricula includes course work in health. 
 Provide budget recommendation for new equipment purchases. 
 Organize and promote games and challenges that promote physical activity among students. 
 Instruct students in fitness and inspire them to live healthy lifestyles. 
 Conduct health and physical activity classes. 
 Must adjust curricula to adapt to students with disabilities or different physical abilities. 
 May be expected to coach school sports teams (stipend may be provided). 
 Attend school’s athletic events. 

Qualifications
 Valid Michigan teaching certificate in K-8 physical education. 
 First aid/CPR certification. 
 Demonstrate a lifestyle that promotes physical fitness and health. 
 Possess some athletic skills in order to demonstrate activities. 
 Ability to motivate a group of students. 
 Strong organizational and management skills. 
 Must successfully pass a criminal records and background check consistent with the Code. 
 Must complete unprofessional conduct check consistent with the Code. 
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Job Description 

Job Title:  High School Music Teacher 
Reports to:  High School Principal 

Job Summary
Music teachers foster an appreciation of music, teach students to read music, and help students 
learn how to play a specific instrument or sing.  They connect students with larger ensembles to 
give them the opportunity to experience the joy of making music.  Many music teachers also 
conduct student concerts, lead small recitals, and act as the music director for school theater 
productions. 

Duties and Responsibilities
 Plan and teach music classes at multiple grade levels. 
 Offer rigorous curriculum aligning with State of Michigan common core guidelines. 
 Plan elements such as field trips. 
 Assess the progress of a pupil and offer assistance when necessary. 
 Instruct rules of conduct and ensure classroom and campus discipline. 
 Maintain inventory of instructional materials, aids, and equipment. 
 Handle attendance, progress reports, and grade records. 
 Oversee school uniform and discipline policies. 

Qualifications
 Valid Michigan teaching certificate in music. 
 Ability to relate positively with students, teachers, and parents. 
 Ability to work with other professionals in a collaborative manner. 
 Time management and administrative skills. 
 Excellent written and verbal communication skills. 
 Ability to handle challenging behavior. 
 Ability to motivate a group of students and explain things as creatively as possible. 
 Must successfully pass a criminal records and background check consistent with the Code. 
 Must complete unprofessional conduct check consistent with the Code. 
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DETROIT COMMUNITY SCHOOLS 
Job Description 

Job Title:  K-8 Music Teacher 
Reports to:  K-8 Principal 

Job Summary
Music teachers foster an appreciation of music, teach students to read music, and help students 
learn how to play a specific instrument or sing.  They connect students with larger ensembles to 
give them the opportunity to experience the joy of making music.  Many music teachers also 
conduct student concerts, lead small recitals, and act as the music director for school theater 
productions. 

Duties and Responsibilities
 Plan and teach music classes at multiple grade levels. 
 Offer rigorous curriculum aligning with State of Michigan common core guidelines. 
 Plan elements such as field trips. 
 Assess the progress of a pupil and offer assistance when necessary. 
 Instruct rules of conduct and ensure classroom and campus discipline. 
 Maintain inventory of instructional materials, aids, and equipment. 
 Handle attendance, progress reports, and grade records. 
 Oversee school uniform and discipline policies. 

Qualifications
 Valid Michigan teaching certificate in music. 
 Ability to relate positively with students, teachers, and parents. 
 Ability to work with other professionals in a collaborative manner. 
 Time management and administrative skills. 
 Excellent written and verbal communication skills. 
 Ability to handle challenging behavior. 
 Ability to motivate a group of students and explain things as creatively as possible. 
 Must successfully pass a criminal records and background check consistent with the Code. 
 Must complete unprofessional conduct check consistent with the Code. 
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DETROIT COMMUNITY SCHOOLS 
Job Description 

Job Title:  Art Teacher 
Reports to:  Principal 

Job Summary

Art teachers are expected to bring their knowledge and talent into the classroom where they can 
introduce students to art in its many forms and traditions.  An art teacher works with students at 
all levels to encourage and assist students to express themselves through art. 

Duties and Responsibilities
 Elementary school art teachers must be flexible, as they may or may not have their own 

classroom.  Elementary school art teachers frequently move from classroom to classroom, 
transporting art supplies and materials to students. 

 Middle school art teachers must adapt art projects to students’ abilities and needs.  They must 
maintain and support an appropriate classroom setting where students can learn about art 
traditions, as well as learn how to express themselves through art. 

 High school art teachers must establish an appropriate level of art instruction for students who 
choose art as an elective.  They must provide materials and technology appropriate for an art 
classroom at the secondary level. 

 Offer rigorous curriculum aligning with State of Michigan common core guidelines. 
 Plan elements such as field trips. 
 Assess the progress of a pupil and offer assistance when necessary. 
 Instruct rules of conduct and ensure classroom and campus discipline. 
 Maintain inventory of instructional materials, aids, and equipment. 
 Handle attendance, progress reports, and grade records. 
 Oversee school uniform and discipline policies. 

Qualifications
 Valid Michigan teaching certificate in art. 
 Ability to relate positively with students, teachers, and parents. 
 Ability to work with other professionals in a collaborative manner. 
 Time management and administrative skills. 
 Excellent written and verbal communication skills. 
 Ability to handle challenging behavior. 
 Ability to motivate a group of students and explain things as creatively as possible. 
 Must successfully pass a criminal records and background check consistent with the Code. 
 Must complete unprofessional conduct check consistent with the Code. 



5-43 

DETROIT COMMUNITY SCHOOLS 
Job Description 

Job Title:  ELA Teacher 
Reports to:  Principal 

Job Summary
English teachers instruct students in both English language and literature at middle school and 
high school levels.  In such cases, the majority of students already speak the language, and it is a 
case of honing their grasp of grammar and furthering their knowledge of literature. 

Duties and Responsibilities
 Instruct students in both middle school and high school in the assigned subject. 
 Offer rigorous curriculum aligning with State of Michigan common core guidelines. 
 Plan elements such as field trips. 
 Assess the progress of a pupil and offer assistance when necessary. 
 Instruct rules of conduct and ensure classroom and campus discipline. 
 Maintain inventory of instructional materials, aids, and equipment. 
 Handle attendance, progress reports, and grade records. 
 Oversee school uniform and discipline policies. 

Qualifications
 Valid Michigan teaching certificate in secondary ELA. 
 Ability to relate positively with students, teachers, and parents. 
 Ability to work with other professionals in a collaborative manner. 
 Time management and administrative skills. 
 Excellent written and verbal communication skills. 
 Ability to handle challenging behavior. 
 Ability to motivate a group of students and explain things as creatively as possible. 
 Must successfully pass a criminal records and background check consistent with the Code. 
 Must complete unprofessional conduct check consistent with the Code. 
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DETROIT COMMUNITY SCHOOLS 
Job Description 

Job Title:  Middle School Social Studies Teacher 
Reports to:  K-8 Principal 

Job Summary
Middle school social studies teachers teach concepts of government, geography, history, 
economics, civic ideals, and current events. 

Duties and Responsibilities
 Plan and teach social studies classes at multiple grade levels. 
 Offer rigorous curriculum aligning with State of Michigan common core guidelines. 
 Plan elements such as field trips. 
 Assess the progress of a pupil and offer assistance when necessary. 
 Instruct rules of conduct and ensure classroom and campus discipline. 
 Maintain inventory of instructional materials, aids, and equipment. 
 Handle attendance, progress reports, and grade records. 
 Oversee school uniform and discipline policies. 

Qualifications
 Valid Michigan teaching certificate in history or social studies. 
 Ability to relate positively with students, teachers, and parents. 
 Ability to work with other professionals in a collaborative manner. 
 Time management and administrative skills. 
 Excellent written and verbal communication skills. 
 Ability to handle challenging behavior. 
 Ability to motivate a group of students and explain things as creatively as possible. 
 Must successfully pass a criminal records and background check consistent with the Code. 
 Must complete unprofessional conduct check consistent with the Code. 
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DETROIT COMMUNITY SCHOOLS 
Job Description 

Job Title:  Middle School Science Teacher 
Reports to:  K-8 Principal 

Job Summary
Middle school science is a crucial time for capturing a child’s love for the subject.  Earth and life 
science are the key classroom topics.  At this grade level, the majority of science concepts are 
presented in a laboratory setting.  The classroom environment should accommodate both group 
and individual experiences. 

Duties and Responsibilities
 Plan and teach science classes at multiple grade levels. 
 Offer rigorous curriculum aligning with State of Michigan common core guidelines. 
 Plan elements such as field trips. 
 Assess the progress of a pupil and offer assistance when necessary. 
 Instruct rules of conduct and ensure classroom and campus discipline. 
 Maintain inventory of instructional materials, aids, and equipment. 
 Handle attendance, progress reports, and grade records. 
 Oversee school uniform and discipline policies. 

Qualifications
 Valid Michigan teaching certificate in science. 
 Ability to relate positively with students, teachers, and parents. 
 Ability to work with other professionals in a collaborative manner. 
 Time management and administrative skills. 
 Excellent written and verbal communication skills. 
 Ability to handle challenging behavior. 
 Ability to motivate a group of students and explain things as creatively as possible. 
 Must successfully pass a criminal records and background check consistent with the Code. 
 Must complete unprofessional conduct check consistent with the Code. 
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DETROIT COMMUNITY SCHOOLS 
Job Description 

Job Title:  Middle School Physical Education Teacher 
Reports to:  K-8 Principal 

Job Summary
Physical education teachers’ work goes beyond playing games with students in the gym.  It 
involves promoting an attitude of health and physical fitness while keeping the physical education 
facilities and equipment maintained and performing other teacher and coaching duties. 

Duties and Responsibilities
 Plan and teach physical education classes at multiple grade levels. 
 Maintain the equipment and facilities. 
 Curricula includes course work in health. 
 Provide budget recommendation for new equipment purchases. 
 Organize and promote games and challenges that promote physical activity among students. 
 Instruct students in fitness and inspire them to live healthy lifestyles. 
 Conduct health and physical activity classes. 
 Must adjust curricula to adapt to students with disabilities or different physical abilities. 
 May be expected to coach school sports teams (stipend may be provided). 
 Attend school’s athletic events. 

Qualifications
 Valid Michigan teaching certificate in K-8 physical education. 
 First aid/CPR certification. 
 Demonstrate a lifestyle that promotes physical fitness and health. 
 Possess some athletic skills in order to demonstrate activities. 
 Ability to motivate a group of students. 
 Strong organizational and management skills. 
 Must successfully pass a criminal records and background check consistent with the Code. 
 Must complete unprofessional conduct check consistent with the Code. 
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DETROIT COMMUNITY SCHOOLS 
Job Description 

Job Title:  High School Guidance Counselor 
Reports to:  High School Principal 

Job Summary
High school counselors have the opportunity to significantly help the students they advise.  
Generally speaking, the counselors are responsible for preparing teens to make choices that will 
help them be productive students and productive members of society after their time in high school. 

Duties and Responsibilities
 High school counselors advocate for students and assist them in their educational goals. 
 Work with universities and trade schools to create partnerships that could lead to learning 

opportunities or potential scholarships. 
 Collect and provide written reports and data related to students’ schedule, grades, and academic 

success and failures. 
 Prepare students for graduation. 
 Interview students and their families regarding career goals, personal, social, emotional, and 

economic problems. 
 Oversee students’ required credits. 
 Assist in preparing students for college or other continuing education. 
 Handle crisis, including student personal crisis and emergencies. 
 Oversee peer mediation programs and other mental health initiatives in which DCS 

participates. 

Qualifications
 Master’s degree in school counseling and meet the State’s certification requirements. 
 Experience with needs of high school age students and their families. 
 Thorough knowledge of counseling theory and practice. 
 Able to organize and sequence activities. 
 Collaborative working style and strong work ethic. 
 Familiar with universities, community college, and trade schools in the area. 
 Working knowledge of college financial aid options. 
 Skilled at working with youth ages 14 to 21 who may have emotional, family, or scholastic 

difficulties. 
 Must successfully pass a criminal records and background check consistent with the Code. 
 Must complete unprofessional conduct check consistent with the Code. 
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DETROIT COMMUNITY SCHOOLS 
Job Description 

Job Title:  Attendance Agent Liaison 
Reports to:  Principal 

Job Summary
The Attendance Agent Liaison shall ensure that students of Detroit Community Schools (“DCS”) 
develop and maintain good attendance practices, which encourages academic success.  The 
Attendance Agent Liaison shall also raise the awareness of parents and students regarding the 
negative impact that absences, tardiness, and early dismissals have on the students’ educational 
performance. 

Duties and Responsibilities
 Assist with the development of attendance policies and procedures. 
 Ensure that parents, teachers, and administrators receive a copy of the school’s attendance 

policy. 
 Ensure that students and parents comply with Detroit Community Schools’ attendance policy. 
 Develop programs and procedures for the purpose of achieving attendance improvements and 

ensuring compliance with DCS attendance policy and the Michigan State Compulsory School 
Attendance Laws. 

 Gather and review attendance data from PowerSchool to identify students who are excessively 
absent, tardy, or dismiss early. 

 Investigate attendance issues reported by the principal, teachers, Dean of Students, and others. 
 Initiate phone calls, mail letters, have face-to-face contact with parents, and make home visits 

to ascertain reason(s) for absences and tardiness and remind students and parents of the 
attendance policy and the compulsory attendance law, all of which is for the purpose of 
bringing the student into attendance compliance. 

 Monitor student’s attendance pattern over a period of time to determine if improvements have 
been made.  When necessary, make referrals to other staff members when progress has not 
been achieved. 

 Prepare written reports, memos, and letters for the purpose of documenting activities, 
providing references, and disseminating information. 

 Maintain file that contains attendance records, calls made, letters mailed, and notes on all other 
activities related to student attendance. 

 Determine the program effectiveness by tracking data of all students with attendance issues, 
comparing attendance patterns for a specified period of time, and report overall results to 
administration. 

 Continue to develop and implement incentive programs/activities for those students who have 
good attendance and those who are making progress (i.e., DC Bucks). 

Qualifications
 Minimum of Associate’s degree, 60 credit hours of college-approved credit. 
 Bachelor’s degree preferred. 
 Ability to work well with students and parents. 
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 Ability to demonstrate mature judgment and moral ethical behavior. 
 Ability to project a positive outlook 
 Excellent communication and interpersonal skills. 
 Excellent organizational skills. 
 Proficient in Microsoft Office, with special emphasis on Excel spreadsheet process. 
 Must successfully pass a criminal records and background check consistent with the Code. 
 Must complete unprofessional conduct check consistent with the Code. 
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DETROIT COMMUNITY SCHOOLS 
Job Description 

Job Title:  Literacy/Reading Specialist 
Reports to:  Principal 

Job Summary
A Literacy Specialist, also known as a Reading Specialist, is an educator who focuses on helping 
students of all ages to read and write and who develops programs designed to improve student 
skills in all aspects of language arts.  A Literacy Specialist works hand-in-hand with other 
educators to identify students with problems and to give them the extra attention and coaching 
needed to get the students on an equal footing with their peers. 

Duties and Responsibilities
 Assess the literacy skills of students, identify individuals with reading and writing problems, 

and provide personal attention and coaching to help such students overcome their literacy 
deficits. 

 Assist teachers in developing strategies to assist slow learners. 
 Identify educational materials that can be used in building literacy skills. 
 Work with elementary school students who show developmental language delays. 
 Provide coaching and support for struggling learners at all grade levels. 
 Instruct rules of conduct and ensure classroom and campus discipline. 
 Handle attendance, progress reports, and grade records. 

Qualifications
 Valid Michigan teaching certification in reading or related field. 
 Course work that focuses specifically on literacy education. 
 Patience and love of helping other to learn. 
 Ability to relate positively with students, teachers, and parents. 
 Excellent written and verbal communication skills. 
 Ability to motivate a group of students and explain things as creatively as possible. 
 Must successfully pass a criminal records and background check consistent with the Code. 
 Must complete unprofessional conduct check consistent with the Code. 
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DETROIT COMMUNITY SCHOOLS 
Job Description 

Job Title:  Intervention Specialist 
Reports to:  Principal 

Job Summary
Intervention Specialist offers a variety of services and therapies to treat children that consistently 
fail to reach developmental milestones. 

Duties and Responsibilities
 Works cooperatively with classroom teachers interpreting the abilities and identifying the 

needs of students. 
 Assist in classroom intervention strategies, modifying general education curriculum as 

necessary. 
 Assist student with regular class assignment. 
 Communicate regularly with parents and professional staff regarding the educational, social, 

and personal needs of students. 
 Assist the special education student in making an assessment of his/her abilities. 
 Completes necessary reports and recordkeeping as required by state and local policies and 

procedures. 
 Participates in professional growth activities through staff development, in-service workshops, 

and higher education. 

Qualifications
 Valid Michigan teaching certification. 
 Course work that focuses specifically on literacy education. 
 Patience and a love of helping others to learn. 
 Ability to relate positively with students, teachers, and parents. 
 Excellent written and verbal communication skills. 
 Ability to motivate a group of students and explain things as creatively as possible. 
 Must successfully pass a criminal records and background check consistent with the Code. 
 Must complete unprofessional conduct check consistent with the Code. 
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DETROIT COMMUNITY SCHOOLS 
Job Description 

Job Title:  Pupil Accounting and Attendance Coordinator 
Reports to:  Director of Information Technology 

Job Summary
The position serves as Pupil Accounting/Attendance Coordinator (Coordinator”) for the Academy 
and involves the planning, implementation, and evaluation of pupil personnel and attendance 
services.  The Coordinator will administer the registration, attendance system, accounting, and 
census functions of the Academy, as well as assist in student recruitment services.  The 
Coordinator works closely with the CIO in adhering to the MDE deadlines as it relates to student 
information, student enrollment, student applications, immunization records and reporting, forms 
required by Wayne RESA, special education graduation data and submission, as well as other 
related duties as assigned.  The Coordinator shall also raise the awareness of parents and students 
regarding the negative impact that absences, tardiness, and early dismissals have on the student’s 
educational performance. 

Duties and Responsibilities
 Manages the pupil accounting process and prepares reports for the Academy. 
 Prepare, submit, verify, and certify student data submission for required state reports. 
 Maintains accurate records on pupil accounting and student attendance. 
 Assists with K-12 master schedule development. 
 Reviews student’s application and places required information into MIStar. 
 Attends appropriate MIStar and pupil accounting training. 
 Provides ideas for upgrading the collection and analyses of achievement data for students. 
 Coordinates contractor relationship with Wayne RESA. 
 Coordinates enrollment planning and processes. 
 Handles incoming and outgoing students’ records requests and responses. 
 Maintains immunization records and reporting. 
 Coordinates count day procedures, progress reports, exams, grading, and training of teachers. 
 Submits all forms required by Wayne RESA. 
 Coordinates entry of special education data with special education department. 
 Coordinates graduation data and submission. 
 Coordinates MSDS submissions. 
 Collects, reviews, and files all documents needed for audit. 
 Liaison with Wayne RESA auditors and facilitates audit. 

Qualifications

 Degree in business, accounting, or related field. 

 Three or more years pupil accounting experience. 

 In-depth knowledge of State reporting, MIStar (student information), CEPI, and MSDS. 

 Effective leadership qualities and personal characteristics necessary for interacting with 
students, teachers, and parents. 



5-53 

 Knowledge of Michigan public school law, legal provisions related to student enrollment, 
graduation, and drop out, clock hours, and attendance standards. 

 Excellent problem solver with strong analytical skills. 

 Excellent oral and written communication, customer service, interpersonal skills. 

 Skilled in the use of Microsoft Office software. 

 Must successfully pass a criminal records and background check consistent with the Code. 

 Must complete unprofessional conduct check consistent with the Code. 
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DETROIT COMMUNITY SCHOOLS 
Job Description 

Job Title:  Office Manager 
Reports to:  Principal 

Job Summary
The Office Manager works under the guidance of the Principal.  They are responsible for a majority 
of the clerical work at the Academy, including handling sensitive documents such as student 
records.  They act as a liaison between the students, parents, and principal. 

Duties and Responsibilities

 Supervise, coordinate, and assign the daily activities of clerical and administrative support 
staff, ensuring that work is finished on schedule and up to standard. 

 Provide guidance to clerical staff, including training and developing, attendance, performance 
evaluations, and discipline. 

 Handles petty cash, collecting of homecoming and prom fees, senior dues, purchase orders, 
and inventory. 

 Orders office supplies. 

 Handles expense reports and employees’ time sheets. 

 Resolves parent complaints, plan meetings and events, and take on other duties. 

 Place request for substitute teachers and sign off on substitute teacher payroll sheet. 

Qualifications

 Bachelor’s degree in a business-related discipline. 

 Five years’ experience in office management, preferably in school setting. 

 In-depth knowledge of computers and the MS Office application. 

 Excellent communication skills. 

 Strong time management capabilities. 

 Good interpersonal skills. 

 Must successfully pass a criminal records and background check consistent with the Code. 

 Must complete unprofessional conduct check consistent with the Code. 



5-55 

DETROIT COMMUNITY SCHOOLS 
Job Description 

Job Title:  Office Clerical 
Reports to:  Office Manager 

Job Summary
The Office Clerk performs several functions and requires multitasking.  The Office clerk 
undertakes the administrative work of the Academy and act as the receptionist for the visitors 
arriving at the Academy.  The Office Clerk is responsible for the correspondence of the Academy, 
maintaining the records of the students, answering the incoming phone calls, updating students’ 
records, filing, making announcements, and maintaining bulletin boards. 

Duties and Responsibilities

 Maintain front desk. 

 Maintain copy machine. 

 Collect, review, and submit weekly time sheets. 

 Assists with PowerSchool and MIStar. 

 Requests students’ records/maintain student files. 

 Assist teachers with orders and prepare purchase orders. 

 Maintain student sign in and sign out information. 

 Assist in “uniform” orders. 

 Process requests for pupil accounting. 

 Type and mail school communications. 

 Printing school bulletins and inter-school memos. 

 Compilation and maintaining the students’ records. 

 Receiving phone calls and providing relevant information to students, parents, and staff. 

 Greet guests entering establishment, determine nature and purpose of visit, and direct or escort 
them to specific destination. 

 Schedule appointments and maintain and update appointment calendars. 

 Collect, sort, distribute, and prepare mail, messages, and courier deliveries. 

Qualifications

 High school diploma. 

 Associate’s degree from community college preferred. 

 In-depth knowledge of computers and the MS Office application. 

 Excellent communication skills. 

 Strong time management capabilities. 

 Must successfully pass a criminal records and background check consistent with the Code. 

 Must complete unprofessional conduct check consistent with the Code. 
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DETROIT COMMUNITY SCHOOLS 
Job Description 

Job Title:  Director of Security 
Reports to:  Superintendent 

Job Summary
The Director of Security for the Academy is a combination of security consultant, security 
manager, and security advisor.  The Director of Security coordinates building safety and law 
enforcement throughout the Academy.  The Director works in collaboration with the 
Superintendent for Operations, the Director of Student Services, and building principals to 
establish appropriate regulations, procedures, and plans to ensure safe and secure school facilities. 

Duties and Responsibilities

 Plans, directs, and oversees implementation of comprehensive security systems for protection 
of students, staff, and visitors. 

 Responsible for ensuring the safety of students, staff, and faculty, property, 
equipment/material, and information of the Academy. 

 Supervise security officers. 

 Investigate crimes committed against students and staff, such as bullying, threats, and theft. 

 Establish relationships with students, parents, and staff to ensure clear lines of communication. 

 Conduct or directs investigation of suspects to apprehend culprits. 

 Notifies Superintendent of security weaknesses and implements procedures to ensure safety of 
Academy. 

 Ensure that no crimes are being committed. 

 Protects building or premises, keeping it safe and free from vandalism and theft. 

 Ensure that Michigan Department of Education, school Academy, and city and state laws are 
followed. 

 Responsible for maintaining surveillance equipment. 

 Make sure that students, parents, guests, and patrons understand adhere to established policies. 

Qualifications

 Bachelor’s degree in criminal justice or related discipline. 

 Five+ years of experience as police officer. 

 Three years of managerial experience. 

 Excellent communication skills. 

 Strong time management capabilities. 

 Excellent interpersonal skills. 

 Ability to work independently and to take emergent decisions. 

 Must successfully pass a criminal records and background check consistent with the Code. 

 Must complete unprofessional conduct check consistent with the Code. 
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DETROIT COMMUNITY SCHOOLS 
Job Description 

Job Title:  Security Officer 
Reports to:  Security Director 

Job Summary
The role of security officers  for the Academy is to ensure the safety of students, staff, and faculty. 

Duties and Responsibilities

 Oversees implementation of comprehensive security systems for protection of students, staff, 
and visitors. 

 Investigate crimes committed against students and staff, such as bullying, threats, and theft. 

 Establish relationships with students, parents, and staff to ensure clear lines of communication. 

 Conduct or direct investigation of suspects to apprehend culprits. 

 Notifies Director of Security of weaknesses and implements procedures to ensure safety of 
Academy. 

 Ensure that no crimes are being committed. 

 Protects building or premises, keeping it safe and free from vandalism and theft. 

 Ensure that Michigan Department of Education, Academy, city, and state laws are followed. 

 Responsible for maintaining surveillance equipment. 

Qualifications 

 High school diploma; Associate’s degree in criminal justice preferred. 

 Three years’ experience as school security officer. 

 Experience as police officer preferred. 

 Excellent communication skills. 

 Strong time management capabilities. 

 Excellent interpersonal skills. 

 Ability to work independently and to take emergent decisions. 

 Must successfully pass a criminal records and background check consistent with the Code. 

 Must complete unprofessional conduct check consistent with the Code. 



5-58 

DETROIT COMMUNITY SCHOOLS 
Job Description 

Job Title:  Custodian 
Reports to:  Director of Building and Grounds 

Job Summary
The Custodian is responsible for performing custodial duties, minor maintenance, and other 
miscellaneous duties in order to ensure that school buildings and facilities are maintained in a 
healthy, safe, sanitary manner.  The Custodian is a physically demanding position.  The majority 
of their time at work is spent standing, walking, lifting heavy objects, operating medium weight 
cleaning equipment such as floor buffer, sweeping and mopping floors, and moving desks and 
furniture.  The Custodian is required to do a great deal of stretching and bending, often in awkward 
positions.  Operating floor polishers and waxers are particularly hard on back muscles. 

Duties and Responsibilities

 Clean classrooms, bathrooms, lunch rooms, meeting, and recreational facilities. 

 Mop tile and concrete floor areas. 

 Vacuum all carpeted areas. 

 Dust all furniture and fixtures as required. 

 Wash and disinfect all washroom floors, toilets, toilet seats, and fixtures. 

 Clean all mirrors. 

 Replenish toilet tissue and soap as needed. 

 Empty all wastebaskets and garbage cans. 

 Place garbage in outside storage bins. 

 Clean entrance and exit, including glass, doors, and hardware. 

 Keep outside area near exit and entrance clear of snow, cans, paper, etc. 

 Clean all finger marks from walls, doors, hardware, and glass. 

 Perform and/or report minor maintenance repairs. 

 Clean kitchen floors, sinks, and counters. 

 Report damages and acts of vandalism. 

 Wash and buff floors with floor polisher. 

 Spot clean walls and toilet partitions. 

 Maintain storage areas and cleaning equipment, materials, and supplies in a safe and orderly 
manner in order to ensure the safety of staff and the public. 

 Successfully complete school safety training within first 2 weeks of employment. 

Qualifications

 High school diploma or GED. 

 One year of custodial work experience. 

 Ability to lift heavy objects (including 50 pounds or more of trash). 
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 Excellent time management skills. 

 Ability to work with little or no supervision. 

 Honest and trustworthy. 

 Demonstrate sound work ethics. 

 Must successfully pass a criminal records and background check consistent with the Code. 

 Must complete unprofessional conduct check consistent with the Code. 
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DETROIT COMMUNITY SCHOOLS 
Job Description 

Job Title:  Food Service Assistant 
Reports to:  Food Service Supervisor 

Job Summary
The Food Service Assistant provides support to the food service activities, with specific 
responsibilities for preparing and serving food items to students and/or school personnel, serving 
as early morning breakfast, lunch, after school snacks. 

Duties and Responsibilities

 Arranges food and beverage items for the purpose of serving them to students in an efficient 
manner. 

 Cleans utensils, equipment, storage areas, food preparation, and serving areas for the purpose 
of maintaining required sanitary conditions. 

 Inspect food items and/or supplies for the purpose of verifying quantity, quality, and 
specifications of orders and/or complying with mandated health standards. 

 Develops menus for regular breakfast and lunch, as well as for special menus for special events 
(after school programs, professional development, etc.). 

 Inspect food, condiments, and supplies for the purpose of ensuring availability of items 
required for meeting projected menu requirements. 

 Maintains equipment, storage, food preparation, and serving areas in a sanitary condition, 
complying with current health standards. 

 Monitors kitchen and cafeteria areas for the purpose of ensuring a safe and sanitary working 
environment. 

 Prepares food and beverage items (e.g., breakfast, salad bar, after school meals) for the purpose 
of meeting mandated nutritional and projected meal requirements. 

 Reports equipment malfunctions. 

 Successfully complete mandated health class requirements. 

Qualifications

 High school diploma or equivalent. 

 One year of food service experience. 

 Ability to perform basic math, read, and follow instructions. 

 Ability to work with little or no supervision. 

 Must successfully pass a criminal records and background check consistent with the Code. 

 Must complete unprofessional conduct check consistent with the Code. 
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