Career Opportunity Bulletin

MAINE STATE GOVERNMENT
AN EQUAL OPPORTUNITY/AFFIRMATIVE ACTION EMPLOYER
Full  Time Teaching Principal 
– Code 3134

– Code 3134, Pay Grade 25
40 hours per week ($1,600. biweekly - $2,414.40) Full- time biweekly pay
Value of State-paid health and dental insurance: $336.80 biweekly
Value of State’s share of Employee’s Retirement: 19.22% of pay
OPENING DATE:  June 17, 2013

CONTACT:  Mary Hamlin
CLOSING DATE: June 28,  2013

TELEPHONE:  (207) 624-6893
JOB DESCRIPTION:

This is an anticipated professional services, administrative position at the Kingman Elementary School, part of the EUT system in Kingman, Maine.  Responsibilities include supervision of all staff (professional, technical and clerical), development and overseeing academic progress, staff development and direct instruction for students with disabilities.  This position also requires securing all support personnel as determined by Individual IEP meetings, supervising operations, maintenance, buses, school community relationships and fund administration.  

MINIMUM QUALIFICATIONS: (Entry level knowledge’s, skills, and/or abilities may be acquired through, BUT ARE NOT LIMITED TO the following coursework/training and/or experience). 

Current, Valid Principal's Certificate, Teacher of Students with Disabilities Endorsement and hold a License for Water Systems Operator
LICENSING/REGISTRATION/CERTIFICATION REQUIREMENTS: (These must be met by all employees prior to attaining permanent status in this class). 

Current valid Principal's Certificate as issued by the Maine Department of Education, and Teacher of Students with Disabilities endorsement
REPRESENTATIVE TASKS: (A position may not be assigned all the duties listed, nor do the listed examples include all the duties that may be assigned). 

	…
	Plans, organizes, coordinates, and controls school educational programs in order to establish operational priorities and ensure program goals, objectives, and standards are established and attained.

	…
	Directs and oversees all school support programs such as school lunch and transportation and contracts in order to ensure support services are provided and contract specification and program standards are met.

	…
	Hires, supervises, and evaluates teachers and staff in order to ensure teaching and service standards are met.

	…
	Counsels and advises students and parents in order to determine individual student needs, discipline students, assist students with their problems, and inform parents of student progress.

	…
	Analyzes, assesses, develops, and implements curriculum in order to ensure curriculum keeps pace with requirements and student needs.

	…
	Assesses, develops, and administers staff training and development program for school staff and volunteers in order to improve staff proficiency.

	…
	Develops and implements school-community activities in order to create community awareness and interest in school issues.

	…
	Administers allocated funds in order to ensure proper use and control.

	…
	Monitors the maintenance of required school records and prepares and submits reports in order to ensure necessary student and school information is available and supervisor is informed.

	…
	Determines and requests needed staff, material, and equipment in order to provide information for budget development and justification.


KNOWLEDGES, SKILLS, AND ABILITIES REQUIRED: (These are required to successfully perform the work assigned). 

	…
	Knowledge of school administration.

	…
	Knowledge of education theory and practices.

	…
	Knowledge of state and federal laws relating to education.

	…
	Knowledge of teaching principles, practices, and techniques.

	…
	Knowledge of curriculum development.

	…
	Knowledge of staff training and development principles and practices.

	…
	Knowledge of counseling.

	…
	Ability to manage a school.

	…
	Ability to supervise and evaluate a staff of professional, technical, and clerical personnel.

	…
	Ability to establish and maintain good working relationships.

	…
	Ability to develop goals and objectives for educational programs.

	…
	Ability to communicate effectively orally and in writing.


… Ability to perform quarterly Small water testing and process for results. 

VACANCY INFORMATION:
The Department of Education, EUT office, is seeking a Full– time Teaching  Principal  for the Kingman Elementary School location. 

APPLICATION PROCESS:  

In order to be considered for this anticipated position, qualified candidates must send a State of Maine direct hire application, complete the supplemental qualifications form and letter of interest, and resume to be received no later than 4:00 p.m. on the date of closing to:

Dept. of Education,

Education in the Unorganized Territory

Attn: Mary Hamlin
23 State House Station 
Augusta, Maine 04330
Only applications that are complete and postmarked by closing date will be considered.   Or email to Mary.Hamlin@maine.gov   questions about this position may be directed to Mary Hamlin, Business Manager at (207) 624-6893. Resumes cannot be substituted for applications.

The State of Maine Application Form and the supplemental qualifications questionnaire are available at the State of Maine, Bureau of Human Resources in Augusta and on the State of Maine web page at www.maine.gov/bhr/state_jobs/how_to/direct.htm . Application materials are also available through the Department of Education, EUT office, Mary Hamlin at (207) 624-6893. TTY 1-888-577-6690. 

The State of Maine actively supports diversity in the workplace and is an equal opportunity and affirmative action employer. Auxiliary aids and services are available upon request to individuals with disabilities. Applicants needing assistance or alternative formats in the process or who have questions about the process should contact Mary Hamlin at (207) 624-6893; email Mary.Hamlin@maine.gov
 or TTY at 1-888-577-6690.

SUPPLEMENTAL QUESTIONS:

See attached: 

	SUPPLEMENTAL QUALIFICATIONS FORM

Department of Administrative & Financial Services

SHS#74

AUGUSTA, MAINE   04333-0074

(Located at the Burton M. Cross Building, 3rdFloor)

	CANDIDATE’S NAME:
	DATE SENT

	
	

	CLASSIFICATION TITLE:
	OPTION:
	CODE:

	TEACHING PRINCIPAL 
	
	3134


INSTRUCTIONS:
This request for supplemental information is to allow you to directly relate your education and experience to specific job requirements.  If you need more space, attach additional sheets and identify the area(s) to which they relate. 
 If you need more information, please call (207) 624-6893.  

The statements you make will be the basis for evaluating your specific suitability for this particular work and provide the basis for making a numerical evaluation of training and experience.  This form, upon submission to the State of Maine, becomes part of the examination process and is held to be confidential.  False or misleading statements may result in rejection of your Application for Employment or dismissal from Maine State Service if selected.
Statements made on this form and in your application are subject to verification by the Division of Financial & Personnel Services and the Appointing Authority.
SECTION I:  Qualifications

Directions:  Please check all that apply.
	_____
	I  have a current valid Principal’s Certificate as issued by the Maine Department of  Education. 

	
	

	_____
	 I  have a Teacher of Student with Disabilities endorsement as issued by the Maine Department of Education. 

	
	

	
	


SECTION II:  Technical Skills Matrix

Directions:   Applicants should indicate skill level by placing a check mark in the appropriate box for each item listed.  Be sure to include the source of experience and/or training.  Applicants may list other non-requested items and skill levels in blanks provided within the appropriate category.

	General Knowledge:
	I have formal training and/or limited experience with this product or skill.

	
	

	Competent/Experienced:
	I have considerable experience and regularly use/apply this product/skill independently.

	
	

	Expert/Accomplished:
	My knowledge of this product/skill permits me to serve as a skilled technical resource to professional staff within and beyond my organizational unit.


	SKILL LEVEL:
	SOURCE:

	Category
	General Knowledge
	Competent/

Experienced
	Expert/

Accomplished
	Employer

Ed/Training Source Number

	

	Knowledge of education theory and practices
	
	
	
	

	Knowledge of state and federal laws relating to education.
	
	
	
	

	Knowledge of teaching principles, practices, and techniques
	
	
	
	

	Knowledge of curriculum development
	
	
	
	

	Ability to manage a school.

Ability to supervise and evaluate a staff of professional, technical, and clerical personnel


	
	
	
	

	Ability to develop goals and objectives for educational programs
	
	
	
	

	Ability to establish and maintain good working relationships
	
	
	
	

	Ability to communicate effectively orally and in writing.
	
	
	
	

	Ability to teach  educational programs for children with disabilities. 
	
	
	
	

	Ability to develop and implement IEP for special educational pupils
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