
Ukiah Unified School District
Equal Employment Opportunity

Job Description

JOB TITLE: High School Principal SALARY LEVEL: Certificated Management

WORK DAYS: 225 DIVISION:  Administrative

LOCATION: School Site

REPORTS TO: Superintendent APPROVED BY:  Board of Trustees
December 15, 2022

SUMMARY
The Principal is the instructional leader at the High School responsible for leading and developing a
dynamic faculty who will lead our students to succeed through high school.  The Principal will set a
powerful vision for student achievement and will strategically implement the school’s mission through
effective leadership and management of all stakeholders including faculty, staff, students, parents, and the
community.  The principal is responsible for managing and overseeing all functions of the instructional
program, school environment, and the operational and fiscal health of the school.  The principal
establishes and sets priorities for the Assistant Principals, Deans and other administrators of the school to
function as a highly effective team. The principal is an active member of the UUSD Leadership team.

ESSENTIAL DUTIES AND RESPONSIBILITIES
● Implements a high quality, rigorous, college and career readiness program that promotes critical

thinking, citizenship, leadership and growth and is consistent with the UUSD district and mission.
● Ensures that every student is college and career ready upon graduation from high school.
● Hires, leads, and manages a dynamic staff and faculty team to deliver exceptional results for all

students, including those who are English Learners or have special needs.
● Creates an effective, collaborative team of people jointly responsible for the attainment of school

goals and committed to achieving excellence.
● Sets ambitious school goals for student achievement and performance; holds staff members

accountable for achieving goals.
● Builds relationships with all stakeholders including students, staff, faculty, parents, the school

district, board members, and the community.
● Fosters a safe and welcoming school environment that supports both student and staff success.
● Manages student behavior and oversees all disciplinary actions.
● Promotes a culture of continuously improving teacher practice through professional learning

communities implementation and professional development, including collaboration, modeling,
and collaborative planning.

● Coaches, develops, and grows leaders from within the organization, giving opportunities to staff
and assistant principals to develop new skills, develop their own leadership, and improve their
craft.

● Uses data to inform practice and drive decision-making and instruction at the school.
● Manages all operations at the school site, ensures fiscal solvency, and oversees the school facility.
● Builds a sustainable organization for all team members and manages all human resource issues

including hiring and evaluating the performance of all staff members.
● Actively participates in all district-wide leadership activities to help ensure the success of all

students in Ukiah Unified.



● Ensures compliance of all local, state and federal laws and regulations.
● Demonstrates knowledge of the purpose, priorities and values of accreditation.
● Demonstrates interest and leadership in extracurricular activities, elevating the voices and

opportunities for all students .
● Regularly encourages and provides parent participation and education.
● Provides leadership in establishing programs and activities designed to foster positive

relationships among students and between students and staff.
● Develops a master schedule for registration and scheduling of students, ensures fair and equitable

grading and maintains student personnel records.
● Works closely with other administrators and encourages an ongoing administrative team concept

(i.e., administrative level PLC).

LEADERSHIP AND STRATEGIC ORIENTATION:

● Provides leadership and direction for the assigned areas of responsibility.
● Provides leadership and guidance in the development of annual goals and objectives for assigned

departments or programs.
● Utilizes appropriate strategies and problem-solving tools in making decisions concerning

planning, utilization of funds, delivering services and evaluation of services provided.
● Assists in implementing the District’s goals and objectives.
● Exercises proactive leadership in promoting the goals and mission of the District.
● Provides oversight and direction for cooperative planning with other agencies.
● Sets high standards and expectations for self and others.
● Demonstrates initiative in identifying potential problems or opportunities for improvement and

takes appropriate action.
● Uses appropriate styles and methods to motivate, gain commitment and facilitate task

accomplishment.
● Has a deep passion for equity for all students; believes that all students can achieve at the highest

levels, regardless of demography.

QUALIFICATIONS AND EXPERIENCE:

● A valid California Administrative Services and Teaching Credential required;
● Master’s Degree desired;
● Three (3) years of successful administrative experience required;
● Minimum five (5) years classroom experience required;
● Knowledge of the laws and rules as they relate to areas of responsibility required;
● Bilingual (Spanish) desired.

Language Skills: Ability to read, analyze, and interpret educational journals, financial reports, and state
documents.  Ability to respond to common inquiries or complaints from staff, agencies, or members of the
community.  Ability to write directions and articles for publication.  Ability to effectively present
information to management, employee groups, and/or Boards of Trustees.  Has excellent communication,
public relations, and interpersonal skills.

Mathematical Skills: Ability to work with mathematical concepts such as probability and statistical
inference.  Ability to apply concepts such as fractions, percentages, ratios and proportions to practical
situations.



Computer Skills: Ability to use either a Macintosh and/or PC to manipulate data.  Must be able to use
word processing, database and spreadsheets to assist in communicating information to a variety of school
communities.

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.

Physical Demands: The physical demands described here are representative of those that must be met by
the employee to successfully perform the essential functions for 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 talk and/or hear.  The employee frequently is
required to sit.  The employee is occasionally required to stand; walk; use hands to manipulate, handle or
feel objects, tools or controls; reach with hands and arms; climb or balance; and stoop, kneel, crouch or
crawl.  The employee must occasionally lift and/or move up to 40 pounds.  Specific vision abilities
required by this job include close vision, distance vision, color vision, and the ability to adjust focus.

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.  While performing
the duties of this job, the employee occasionally works in outside weather conditions and is occasionally
exposed to fumes or airborne particles.


