
 JOB DESCRIPTION  
Position: Site Administrator/Lead Teacher   

Salary : Range $55,000.00-$60,400.00 based on experience  

Location: Holbrook, AZ:  Navajo County Accommodation District.  

Job Type: Contracted-Full Time 

Position Overview The Site administrator/Lead Teacher provides leadership and management of a 
school site (s), including the effective implementation of district initiatives. The administrator promotes 
the success of every student by:   

• Facilitating the development, articulation, implementation, and stewardship of a vision 
of learning that is shared and supported by all stakeholders.  

• Advocating, nurturing, and sustaining a school culture and instructional program 
conducive to student learning and staff professional growth.  

• Ensuring management of the organization, operation, and resources for a safe, efficient, 
and effective learning environment.  

• Collaborating with faculty and community members, responding to diverse community 
interests and needs, and mobilizing community resources.  

• Acting with integrity, fairness, and in an ethical manner.  
• Understanding, responding to, and influencing the political, social, economic, legal, and 

cultural context. 
 
Preference will be given to candidates with experience working with special education and/or at-risk 
children and/or who possess a principal certificate and special education teaching 
endorsement.  Successful applicants must also undergo and successfully complete a criminal 
history/background investigation (felony and misdemeanor convictions may be disqualifying depending 
upon the number, severity and recency) and a Credit Check.   
TO APPLY: 
1 Complete and submit application. 
3. Submit letter of interest and resume. 
4. Copy of current Arizona teaching certificate. 
5. Return completed packet to Navajo County Education Service Agency, PO BOX 668; Holbrook, AZ 
86025 

Position Qualifications:  A Bachelor’s degree in Education, Elementary Education with middle 
school experience or endorsement, Secondary Education or closely related field;  A Master’s degree in  



Education, Leadership; Arizona teaching and principal certificate and three (3) years of relevant, 
progressively responsible teaching, instructional or closely related experience.  

 
Knowledge, Skills & Abilities 

• Knowledge of applicable city, county, Arizona Supreme Court, state and Federal statutes, 
rules, ordinances, codes, administrative orders, case law and other relevant directives. 

• Knowledge of Navajo County ESA and specific court-related policies and procedures. 
• Knowledge of the principles of management and supervision. 
• Knowledge of the principles of file and records management. 
• Knowledge of court processes, procedures and legal terminology. 
• Knowledge of trends and practices in adolescent education. 
• Ability to respond to emergency and problem situations, dealing constructively with conflict to 

reach effective resolutions. 
• Skill in reading, understanding, interpreting and applying relevant city, county, state and 

Federal statutes, rules, ordinances, codes, administrative orders, case law and other relevant 
directives. 

• Skill in assessing, evaluating, prioritizing and handling multiple tasks, projects and demands. 
• Skill in working within deadlines to complete projects and assignments. 
• Skill in assessing, evaluating, analyzing, identifying and recommending solutions to 

problems. 
• Skill in producing written reports for internal and external audiences. 
• Skill in establishing and maintaining effective working relations with co-workers, other County 

employees, representatives of other governmental agencies, the bar association, victims, 
witnesses, litigants, jurors, news media, general public and others having business with the 
courts of Navajo County. 

• Skill in operating a personal computer utilizing a variety of commonly used and specialized 
software applications. 

Essential Job Functions 
The following EXAMPLES OF DUTIES are NOT intended as a comprehensive list of job 
functions/duties performed by individuals assigned to this classification. The following provide a 
representative summary of the major duties and responsibilities. Incumbents may not be required 
to perform all duties listed and/or may be required to perform additional, position-specific, duties.  
  

• Collaboratively develop and/or implement a shared district/school vision and mission.   
• Collect and use data to identify goals, assess organizational effectiveness, and promote 

organizational learning.  
• Create and implement plans to achieve goals.  
• Promote continuous and sustainable improvement of student learning and instructional 

practices  



• Ensure teacher and organizational time is focused to support quality instruction and 
student learning (school schedules, assessment coordination, duty assignments, etc.).  

• Collect and analyze data and information pertinent to the educational environment. 
• Promote understanding and appreciation of the community’s culture, extracurricular 

activities and events; attendance at and support of parent organization meetings and 
events, etc.   

• Build and sustain positive relationships with families and caregivers (visibility, 
accessibility, verbal and written communication, timely responsiveness).  

• Build and sustain productive relationships with community partners.  
• Ensure a system of accountability for every student’s academic and social success 
•  Model principles of self-awareness, reflective practice, transparency, and ethical 

behavior  
• Safeguard the values of democracy, equity, and diversity (facilitation of Special 

Education, 504, Title I, ELL, gifted, McKinney-Vento programs)  
• Consider and evaluate the potential moral and legal consequences of decision-making 
• Promote social justice and ensure that individual student needs inform all aspects of 

schooling  
• Advocate for children, families, and caregivers by facilitating access to available school, 

district, and community resources  
• Act to influence local, district, and state decisions affecting student learning  
• Assess, analyze, and anticipate emerging trends and initiatives in order to adapt 

leadership strategies 
• Monitor and evaluate progress and revise improvement plans.  
• Implement assessment and accountability systems to monitor student progress.  
• Develop the instructional and leadership capacity of staff, as well as develop personal 

goals for leadership and learning.   
• Maximize time spent on quality instruction.   
• Promote the use of the most effective and appropriate technologies to support teaching 

and learning.  
• Monitor and evaluate the impact of the instructional program. 
• Identifies, recommends and develops general to specialized curriculum and related 

educational programs; develops lesson plans, tests, evaluation instruments and related 
items that coordinate with the AZ College and Career Ready Standards. Provides direct 
teaching and learning opportunities to students in the Navajo County Instruction for 
Success (NCIS) and Hope Juvenile Detention School; works with students;  

• identifies appropriate grade level of instruction; works with students in learning, 
developing educational skills and in related areas; provides group and as required, one-
on-one assistance, to students. develops plans focused on identifying and meeting 
individual and/or group needs and abilities; identifies, arranges for, and schedules guest 
speakers; plans and presents lectures, classroom instruction; arranges for and oversees 
the use of appropriate visual aids, technology, supporting materials, and other items used 
in the teaching process; receives and reviews class assignments; awards grades and 
credit;  



• Researches, identifies and recommends books and related teaching materials; designs, 
administers and grades tests. Identifies, designs, administers, collects and reviews daily 
and longer-term assignments; grades papers; works with parents, representatives from 
other educational institutions and others regarding individual and/or collective student 
needs. Oversees and provides instruction on computer use and operation; provides 
guidance and assistance related to computer operations and computer-related education; 
assists students with obtaining student-specific educational needs. 

• Works in groups and one on one to provide education and training; works with parents, 
teachers, administrators, social workers, and others;  

• Participates in staff meetings and professional development; represents the program in 
public; serves on and works with committees; promotes program and program activities 
within the community;  

• Coordinates with Counselor and  Administration; provides input and information regarding 
individual student progress, attitude, behavior and related progress. Drafts, composes, 
reviews and/or edits a variety of written documents, summaries and reports; updates and 
maintains statistical and other logs and records; prepares and/or presents written and/or 
oral reports for internal and external audiences 

 
Performs other functions as assigned; performs other duties as assigned; regular and reliable 
attendance is required. 
 

Work Hours: 7:30 to 3:30 Monday through Friday on scheduled days according to the 
adopted calendar 187 days. 

 
EMPLOYEE BENEFITS 
 

• Arizona State Retirement System: Employees working at least 20 hours per week for 20 weeks or 
more 

• Health/dental and life benefit premiums paid for employee  
 

Application Procedures:  

Interested parties may download the application from: 
http://www.navajocountyaz.gov/Departments/Superintendent-of-Schools  

1. Complete and submit application.  
2. Submit letter of interest and resume 
3. Copy of Arizona Teacher Certificate  
4. Return completed packet to Navajo County Education Service Agency, PO BOX 668; Holbrook, AZ 

86025 

 

http://www.navajocountyaz.gov/Departments/Superintendent-of-Schools
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