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SUMMARY.  The purpose of the ELEMENTARY PRINCIPAL is to provide instructional 

leadership to staff that includes curriculum planning, review, implementation and professional 

development.  Responsible for evaluations and walk-throughs for staff as well as the day-to-day 

building administration and the safety and welfare of students, staff and activities. Ensures a safe, 

pleasant and effective educational atmosphere, provides discipline as necessary and enforces 

school policy. 

 

Richmond Community Schools seeks an elementary principal that possesses the following 

qualities: 

 

PURPOSE.  An administrator that has a clear sense of purpose in life.  This sense of purpose 

energizes this individual to enthusiastically pursue a vision for a more positive future through 

service to others.  Attributes include, but not limited to: 

 

 Commits to serve all people and strives to be helpful to students, parents, teachers and 

other school employees; 

 Clear conceptualization and understanding of components such as the optimal learning 

environment, students’ needs, the attributes of excellent teachers, and a basic 

philosophy of management; 

 Remains positive about the task at hand and has ways of encouraging others to do their 

very best while recognizing time to be a premium. 

 Personal values are clearly defined and are communicated effectively to school and 

community public. 

 Confronts irresponsible behavior on the part of others in a tactful manner and is willing 

to remain firm in pressing for positive direction even under criticism from others. 

 

RELATIONSHIPS.  An administrator that has a high level of interaction with others and 

communicates with people in a manner which builds positive, harmonious relationships.  

Attributes include, but not limited to: 

 

 Establishes and encourages an atmosphere of trust and mutual respect on the part of 

students, teachers, parents and all employees of the school. 

 Builds and maintains a variety of formal as well as informal two-way communication.  

 Remains highly visible and available to various school and community audiences. 

 Demonstrates high listening skills and empathizes with the other person’s or group’s 

perspective. 

 Moves forward in a tactful and considerate manner in which all parties are assured that 

their perspective has been understood and considered. 
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HUMAN DEVELOPMENT.  An administrator that appreciates the uniqueness of others and 

understands what motivates them.  Highly committed to bringing out the very best in people and 

utilizes strategies which empower people by involving them, focusing on their goals and 

highlighting their strengths. Attributes include, but not limited to: 

 

 Focuses upon the need to constantly strive for significant improvement within the 

organization. 

 Plans and arranges programs and schedules to meet the needs of people. 

 Implements procedures which allow for greater personal and group effectiveness. 

 Helps other people within the organization work in areas where they are able to utilize 

their strengths and pursue their interests to move the organization forward. 

 Makes effective, well-researched decisions in a manner which is acceptable to all 

parties involved. 

 Uses specific techniques and systemic approaches to arrive at logical, sound and 

objective decisions. 

 Educational leader has specific personal goals and objectives and has practical ways to 

help others to do likewise.  This administrator ultimately wants schools to be 

accountable for student development and, therefore, strives toward specific ways of 

documenting student growth. 

 

RESOURCE AWARENESS.  Excellent administrators with high resource awareness recognize 

the importance of selecting and skillfully managing the human, physical and financial resources 

of the school.  Attributes include, but not limited to: 

 

 Clearly understands the qualities of outstanding people in education and has specific 

strategies to document the strengths and vulnerabilities of people in the selection 

process. 

 Recognizes that all physical facilities, machines, and work materials of a school are 

essential to its effective operation. 

 Has specific ways to access needs, acquire necessary resources, and maintain the best 

utilization of these resources. 

 Recognizes that wise and prudent utilization and distribution of financial resources in 

a school are essential to its ongoing health and well-being. 

 

The position reports to the Superintendent or designee.     
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COMPENSATION.  The compensation is outlined by the collective bargaining agreement with 

the Richmond Administrators Association (RAA). 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES. Other duties may be assigned. 

 

 Interacts with students in a constructive manner to encourage each individual to 

perform at their highest level. 

 Supervises and manages all building personnel. 

 Assigns teachers to classrooms and students to classes.   

 Evaluates performance and effectiveness of programs and staff. 

 Coordinates in-service training for staff. 

 Establishes and maintains positive relations with parents, parent groups, school 

volunteers and outside agencies. 

 Participates and implements district-wide initiatives, activities, and in-services. 

 Implements policy and procedure changes from the Board, or the State and Federal 

level at the building level. 

 Reports appropriately to staff and to community on Public Act 25. 

 Prepares and implements building-based budget within the policies of the district. 

 Establishes priorities for educational materials to meet the needs of students and 

teachers with allowable anticipated funds.   

 Works with Central Office personnel to coordinate processes for the effective 

functioning of the school. 

 Maintains current information on legal/financial developments of educational 

legislative reforms. 

 Maintains current teaching and administrative certificate as required by the State of 

Michigan. 

 

SUPERVISORY RESPONSIBILITIES.  Manages employees in the elementary school and 

early childhood centers. Is responsible for the overall direction, coordination, and evaluation of 

this unit.  Carries out supervisory responsibilities in accordance with the organization's policies 

and applicable laws. Responsibilities include interviewing, hiring, and training employees; 

planning, assigning, and directing work; appraising performance; rewarding and disciplining 

employees; addressing complaints and resolving problems. 

 

QUALIFICATION REQUIREMENTS. To perform this job successfully, an individual must be 

able to perform each essential duty satisfactorily. The requirements listed below are representative 
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of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to 

enable individuals with disabilities to perform the essential functions. 

 

EDUCATION and/or EXPERIENCE.  Master's Degree, five years teaching experience.  

Elementary teaching experience preferred. 

 

CERTIFICATES, LICENSES, REGISTRATIONS.  Valid State of Michigan Teaching and 

Administrator Certificate. 

 

LANGUAGE SKILLS.  Ability to read, analyze, and interpret general business periodicals, 

professional journals, technical procedures, or governmental regulations. Ability to write reports, 

business correspondence, and procedure manuals. Ability to effectively present information and 

respond to questions from groups, staff, parents, and the general public. 

 

MATHEMATICAL SKILLS.  Ability to calculate figures and amounts such as discounts, 

interest, commissions, proportions, percentages, area, circumference, and volume. Ability to apply 

concepts of basic algebra and geometry. 

 

REASONING ABILITY.  Ability to define problems, collect data, establish facts, and draw valid 

conclusions. Ability to interpret an extensive variety of technical instructions in mathematical or 

diagram form and deal with several abstract and concrete variables. 

 

OTHER SKILLS and ABILITIES.  Ability to apply knowledge of current research and theory 

in specific field.  Ability to establish and maintain effective working relationships with students, 

staff and the community.  Ability to communicate clearly and concisely both in oral and written 

form.  Ability to perform duties with awareness of all district requirements and Board of Education 

policies. 

 

PHYSICAL DEMANDS.  The physical demands described here are representative of those that 

must be met by an employee to successfully perform the essential functions of this job. Reasonable 

accommodations may be made to enable individuals with disabilities to perform the essential 

functions. 

 

While performing the duties of this job, the employee is regularly required to stand, walk, sit, and 

talk or hear. The employee is occasionally required to reach with hands and arms and stoop, kneel, 

crouch, or crawl.  The employee must occasionally lift and/or move up to 50 pounds. Specific 

vision abilities required by this job include close vision, distance vision, and depth perception. 
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WORK ENVIRONMENT. The work environment characteristics described here are 

representative of those an employee encounters while performing the essential functions of this 

job. Reasonable accommodations may be made to enable individuals with disabilities to perform 

the essential functions. 

 

TIMELINE.  The posting will remain online until the Board of Education approves the candidate.  

The selection process will encompass: 

 

Step 1: Application Review (as applications are submitted) 

Step 2: Committee and/or Superintendent Interview 

Step 3: Board of Education Approval 

 

APPLICANT SUBMISSION.  Anyone interested in applying for this position should submit a 

(1) Letter of Interest, (2) Resume, (3) Copy of Teaching Certificate, (4) Administrative 

Certificates, and (5) Transcripts to: 

 

Brian Walmsley, Ed.S., Superintendent 

Richmond Community Schools 

35276 Division Road 

Richmond, MI 48062 

 

Or e-mail to: humanresources@richmond.k12.mi.us with a subject line “Elementary Principal 

Application” 

 

NON-DISCRIMINATION STATEMENT 

In compliance with Title VI of the Civil Rights Act of 1964, Title IX of the Education Amendments 

of 1972, Section 504 of Rehabilitation Act of 1973, the Age Discrimination Act of 1975, Title II 

of the Americans with Disability Act of 1990, and Elliott-Larsen Civil Rights Act of 1977, it is the 

policy of the Richmond Community School District that no person shall, on the basis of race, color, 

religion ,military status, national origin or ancestry, sex (including sexual orientation, disability, 

age (except as authorized by law,) height, weight, or marital status be excluded from participation 

in, be denied the benefits of, or be subjected to, discrimination during any program, activity, 

service or in employment. Should you need to contact someone about discrimination of any kind 

in the school district, contact the Superintendent at 35276 Division, Richmond, MI 48062. 

mailto:humanresources@richmond.k12.mi.us

