
CHURCH OF ST. RAPHAEL-- SPRINGFIELD, MN 

 

Position Description 

 

 

Position Title: Elementary Principal    Date: April 13, 2018  

 

Reports To: Pastor     FLSA Status: Exempt 

 Direct Reports: Teachers, Teacher Aides, School Secretary, Food Service Manager, Assistant    

 Cook, Technology Person, and others as assigned by Pastor  

 Receives Work Direction From: Pastor, Business Manager, Diocesan Director of Schools 

 Provide Work Direction For: Volunteers, Asst. Cook, Parish Secretary 

 Resource Person For: Education Committee, Parent Teacher Organization, Faith Formation 

Director  

 

Schedule: Half time Principal plus half time teacher (with benefits) Eleven month position. Work 

schedule to follow that set by St. Raphael’s Catholic School.  

Or 

Half time Principal (with partial benefits) Eleven month position  

 

 

Objective: To provide educational leadership and various roles in accordance with  

the school/parish mission statement, philosophy, handbooks, curriculums, 

and directions established by the pastor/superintendent. 

 

*Church Employment Responsibilities 

Employment in and by the Catholic Church is substantially different from secular employment. Church 

employees must conduct themselves in a manner which is consistent with and supportive of the mission 

and purpose of the Church. Their public behavior and teachings must not violate the faith, morals or laws 

of the Church, such that it can embarrass the Church or give rise to scandal. It is required that this 

employee be an active, practicing Catholic in full communion with the Roman Catholic Church. 

 

 

Representative Responsibilities:  

*Help create productive and harmonious work environment. Be present where needed, ready to work for 

all scheduled hours and as needed to meet responsibilities. Includes recognizing when situations require 

more effort, putting in more time when needed, satisfying responsibilities in a timely manner, providing 

an example of punctuality and attendance and generally ensuring that all situations are taken care of in a 

professional manner.  

 

 

*Regular School Activities (Include, but are not limited to): 

1. Be present in the building---time dependent on full or part time---each work day (time varies 

during summer). To be negociated.  

2. Demonstrate effective, appropriate management skills.  

3. Participate in faith formation activities with students and colleagues including but not limited to 

liturgies, prayer services, daily prayer, and retreats.  

4. Maintain appropriate conduct throughout the school.  

5. Supervise students, faculty, and staff throughout the building.  

6. Maintain a positive, safe, and healthy learning environment.  

 

 

 

 

 

 



*Instruction 

1. Provide opportunities to improve instructional methods as well as individual teaching 

performance.  

2. Provide for ongoing curriculum development.  

3. Plan and lead regular faculty meetings and other staff meetings.  

4. Support teachers and staff in providing discipline. 
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*Administrative Responsibilities 

1. Give priority to fostering the faith community and faith development of students and staff.  

2. Provide stewardship and mission efforts between staff, students, and the community.  

3. Recognize and support the relationship between the school and family.  

4. Understand the developmental stages of children and arrange for special services for all 

children’s learning needs.  

5. Recruit, interview and work with the Pastor for hiring staff.  

6. Serve on and attend the School Education Committee meetings, Diocesan Principal’s meetings, 

and any other meetings as designated by the pastor.  

7. Develop and follow the Evangelization and Catechesis policies.  

8. Provide for long range planning for the school working with the Faith Formation. Work with 

pastor to develop and follow the annual school budget.  

9. Insure cooperation with national, state, and diocesan regulations.  

10. Work at recruiting new students.  

11. Communicate with various publics the needs of the school and the accomplishments of the school 

and students.  

12. Develop, follow, and evaluate the school Crisis Plan.  

13. Promote and support fundraising efforts.  

14. Attend school functions. 

 

*Professional Responsibilities 

1. Maintain professional licensure (teacher and administrative) and knowledge base by acquiring 

125 clock hours of professional development in a five year period.  

2. Share (with colleagues) information from professional development opportunities.  

3. Attend in-service training, workshops, conferences, and meetings as required.  

4. Participate on curricular, extra-curricular, and instructional development committees.  

5. Participate on Accreditation Teams/Self-Study Committees, as needed.  

6. Reinforce Catholic educational identity to school/parish/local committees.  

7. Conduct behavior that is respectful, professional and collegial.  

8. Review annual handbook, policy, and accreditation study and review.  

9. Demonstrate professionalism. 

10. Knowledgeable of School Strategic Plan and able to report progress to MNSAA annually. 

 

*Attend Meetings 

 Attend all required meetings any other meetings deemed necessary by the pastor. 

 

*Organizational Goals 

 Must demonstrate the willingness to embrace parish and school business, strategic, and 

ministerial objectives and show full cooperation with their implementations. 
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Other Responsibilities 

 Includes other responsibilities identified as needed by the employee and approved and /or 

assigned by the pastor. 

 

 The responsibilities listed above are representative of the position and are not all-inclusive. 

More detailed listings of the duties and tasks are outlined in supplemental documents. 

Responsibilities represented with * are essential functions of the job. 

 

  

JOB QUALIFICATIONS 

 BA/BS degree in elementary education, MS degree in Educational Administration or willingness 

to obtain it..  

 Current State of Minnesota Teaching/Administrative License ~ Have and maintain appropriate 

credentials.  

 Pass background check.  

 Appropriate educational experiences  

 Exhibit competence in age appropriate instructional methods and knowledge of subject matter 

being taught.  

 Implement change effectively and efficiently.  

 Must demonstrate evidence of good communication skills.  

 Must have proficiency in technology skills as the position demands, including but not limited to 

the Internet, Microsoft Word, Excel, PowerPoint  

 Possess good people and learning skills.  

 

MENTAL DEMANDS 

 Be knowledgeable and supportive of the Catholic School mission and philosophy  

 Be active, knowledgeable and supportive of the Catholic faith and witness this to the community. 

 Work effectively and collegially with others  

 Work well with others maintaining a positive and helpful attitude even in chaotic times.  

 Ability to make decisions  

 Ability to work without supervision  

 Ability to learn and implement new educational strategies.  

 Ability to manage and maintain a students and staff effectively  

 Ability to take direction from the superintendent and effectively complete new programs, 

processes, and procedures as directed.  

 Keep pastor and others appropriately informed  

 Follow instructions and be able to complete tasks within appropriate timelines.  

 Must have the ability to plan, organize and meet deadlines.  

 Possess ability to recognize and maintain confidentiality  

 Must keep information confidential and have integrity and honesty  

 Communicate effectively with parents, staff, pastor, and parish community.  

 Ability to problem solve, deal with conflict and adversity. 

 

PHYSICAL DEMANDS 
 Ability to work 40 + hours per week. (Or 20+ hours per week if half time)  

 Fulfill total commitments of the administrative duties and other activities of the school year.  

 Be able to attend school- parish related activities outside of regular school time that are required 

by the pastor.  

 Able to speak, see, hear, and respond to students, staff, and parents at all times.  

 Lift and carry up to 15 pounds using proper lifting and carrying techniques. 
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EMPLOYEE: I have reviewed this job description and agree it is an accurate representation of the 

responsibilities of my job. I understand that as an organization’s needs change, my job description will 

change. 

 

 

 

____________________________________    __________________ 

Signature of Employee        Date 

 

 

 

 

SUPERVISOR: I have reviewed this job description and agree that it is an accurate representation of the 

responsibilities performed in this capacity.  

 

 

_____________________________________    ___________________ 

Signature of Employee         

 


