	Position  
Assistant Superintendent

	School Corporation
Yorktown Community Schools

	Job Description
POSITION: Assistant Superintendent

EMPLOYMENT PERIOD: As Set by the Board of School Trustees

SALARY: As Set by the Board of School Trustees

IMMEDIATE SUPERVISOR: Superintendent

EVALUATED BY: Superintendent

SUMMARY
The Assistant Superintendent provides leadership for the school corporation under the direction of the Superintendent, assisting with coordination of instructional, operational, and administrative functions. This role promotes the educational mission, oversees student services, manages    grants, supports operational departments, and ensures compliance with state and federal regulations. The Assistant Superintendent may act on behalf of the Superintendent when necessary and represents the school corporation to staff, families, community members, and governing bodies.

PRIMARY RESPONSIBILITIES
Other duties may be assigned.
Instructional Program
1. Oversees development, coordination, evaluation, and continuous improvement of K–12 instructional programs.
2. Works collaboratively with building administrators and teachers to align curriculum, instruction, and assessment at all grade levels.
3. Establishes and directs committees for curriculum, assessment, and program evaluation.
4. Participates in school improvement planning, strategic initiatives, and the development of curriculum and assessment policies.
5. Serves as liaison with colleges, universities, and external instructional partners for student teacher placements and program support.  These duties may be assigned to the Director of Education Initiatives.

Staff Development and Leadership
1. Provides coaching, mentoring, and support to building administrators and instructional leaders.
2. Oversees new teacher orientation, mentorship programs, and leadership development initiatives.

Operations, Personnel, and Community Relations
1. Oversees operational departments, including transportation, food service, maintenance, technology, security, and business services.
2. With the Superintendent, executes disciplinary procedures and grievance resolution for students and staff, serving as Hearing Officer as assigned.  These duties may also be assigned to the Director of Education Initiatives.
3. [bookmark: _heading=h.6w6wdfme7htz]Serves as the first point of contact for parents, employees, and community members with school-related concerns.  The Assistant Superintendent will seek resolution of routine matters and may refer other matters to the Superintendent.
4. [bookmark: _heading=h.9864jrx6f77j]Serves as a School Safety Specialist for the district, which includes disseminating and communicating information and updates emergency plan protocols and guidelines annually as well as when needed.
5. [bookmark: _heading=h.sq069e3m38sp]Oversees/manages district-level communications, promoting positive public relations and communications by working with district staff to deploy messaging.

Executive Leadership
1. Communicates district goals, policies, and progress to staff, families, and the community.
2. Represents the district in professional organizations, conferences, and public events.
3. Maintains awareness of educational trends, research, and best practices, ensuring the district remains current in instructional and operational standards.

SUPPORTING RESPONSIBILITIES 

These responsibilities will be completed in conjunction with the Superintendent and/or other administrative-level employees.
Instructional Program
1. With the Director of Education Initiatives, coordinates and supervises special programs, including Title I, II, III, IV, High Ability, Special Education, CTE, PLTW, fine arts, athletics, and other state or federally funded initiatives.
2. With the Director of Education Initiatives, coordinates summer school, alternative education, and eLearning programs, including reporting to the Indiana Department of Education as required.
3. With the Coordinator of Special Services and Assessment, oversees assessment programs, including standardized testing, criterion-referenced assessments, and data-driven decision-making practices.
4. With building principals, supports Multi-Tiered Systems of Support (MTSS) for academic, behavioral, and social-emotional interventions.


Staff Development and Leadership
1. With building principals, plans, coordinates, and evaluates professional development and in-service programs for certified and classified staff.
2. Assists the Superintendent in recruitment, selection, assignment, and evaluation of personnel in compliance with Board policy and legal requirements.
3. With the Superintendent and building principals, supports staff evaluation consistent with state statute and local policy.

Operations, Personnel, and Community Relations
1. Assists the Superintendent with budgeting, monitoring grants, and allocating resources for instructional and operational programs.
2. Assists the Business Manager and Deputy Treasurer with procedures for hiring, onboarding, and evaluation of personnel, ensuring compliance with Board policies, Title IX, and Equal Employment Opportunity regulations.  With the Director of Education Initiatives and Deputy Treasurer, oversees substitute teachers, teacher licensing, and required employee trainings.
3. With the Superintendent, participates in master contract negotiations, union discussions, and employee relations initiatives.
4. At the request of the Superintendent, acts as a liaison with the Board of Trustees, community partners, law enforcement, school education foundation, and local organizations to support district initiatives.
5. Assists the Superintendent with construction, facilities planning, and design oversight in collaboration with external consultants and project teams.


Executive Leadership
1. Serves as Superintendent’s designee or Acting Superintendent when required.
2. Participates in strategic planning, school improvement, and district-wide initiatives.


Future Duties
Upon a vacancy in the position of Director of Education Initiatives, the Assistant Superintendent may be expected to assume the duties of the Director of Education Initiatives, integrating them into his/her regular responsibilities. 

QUALIFICATION REQUIREMENTS:  To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed below are representative of the knowledge, skill, and/or ability required.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. 

LANGUAGE SKILLS:  The ability to read, analyze, and interpret general business periodicals, professional journals, technical procedures, or government regulations.  The ability to write reports, business correspondence, and procedural manuals.  The ability to effectively present information and respond to questions from groups of administrators, teachers, students, parents, support staff, and the general public.






	Experience Required
QUALIFICATIONS: A valid Indiana Administrative Certificate. Successful teaching and administrative experience. Educational Specialist (EdS) degree preferred.  District-level administrative experience preferred.







	How to apply
The job description and administrator application are available on the Yorktown Community Schools website – link below:  https://www.yorktown.k12.in.us/apps/pages/index.jsp?uREC_ID=1525820&type=d&pREC_ID=1660681

Interested candidates should submit the following electronically via email to ghinshaw@yorktown.k12.in.us:       
Completed Administrator Application 
Letter of interest     
Resume/Vitae     
Other Supporting Materials



	Position Start Date
July 1, 2026

	Application Deadline
April 17, 2026

	Contact Information 
Dr. Gregory Hinshaw 
Yorktown Community School     
2311 S. Broadway St.     
Yorktown, IN  47396     
Phone:  765-759-2720     
[bookmark: _GoBack]Email:  ghinshaw@yorktown.k12.in.us





