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Exempt 

General Definition of Work 
This position plans, directs, manages, and evaluates all human resources programs, services, 
and personnel to include the areas responsible for:  Employee Relations; Recruitment and 
Retention; Staffing; and Salary Administration, Licensure and Reporting.  This position is also 
responsible for the oversight of the Communications Department.  The Assistant 
Superintendent is a member of the Superintendent’s Cabinet.  Performs responsible services to 
carry out Board of Education policies and procedures related to a wide variety of programs and 
activities under the direction of the Superintendent. 
 
Qualification Requirements 
Master's degree with coursework in policy, leadership or organization development, or related 
field and extensive experience working in a teaching environment, working as a principal or 
other level of school administration, or equivalent combination of education and experience.   
 
Salary 
State Salary Schedule 
 

Reports to 
Superintendent 
 

Effective:  September 1, 2021 
 
Knowledge, Skills and Abilities 
 

• Comprehensive in-depth knowledge and understanding of the principles, 
practices, and procedures of public school system policies and human resources 
programs. 

• Comprehensive knowledge of federal, state, and local regulatory requirements 
applicable to school system human resources programs. 

• Ability to provide effective leadership for a large and diverse staff. 

• Ability to maintain confidentiality of employment information. 

• Ability to maintain professional and emotional control under stress. Reflects 
appropriate response to situations, while maintaining a professional and 
personal demeanor. 

• Ability to communicate effectively, both orally and in writing, including preparing 
complex reports and making formal oral presentations. 

• Ability to establish and maintain effective working relationships with 
school officials, school administrators, teachers, support staff, and other 
community groups. 
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Essential Functions 

• Directs and leads the development of goals, the preparation of short and long-
range plans, and the implementation of programs and services in the areas of: 
Human Resources and Communications. 

• Consults with and provides information to the Superintendent and the Board of 
Education Attorney on legal issues involving personnel matters. Confers with other 
attorneys and representatives of the Education Association, as necessary. Directs 
Human Resources litigation actions. 

• Serves as Superintendent’s designee on personnel issues. 

• Counsels principals and other administrators, both in an advisory capacity and by 
providing pragmatic assistance, on a variety of employee issues. 

• Directs programs and processes to ensure all school system employees are afforded the 
right of due process through employee grievance hearings and investigations. Oversees 
and presents to the Board of Education personnel matters involving special due process 
hearings. 

• Researches and responds to inquiries and requests from the Board of Education, 
Superintendent, and other administrators, and third parties regarding personnel 
issues. 

• Ensures that all Human Resources systems are fair, equitable, and adhere to state, 
federal, and local laws, and school board policies. 

• Displays knowledge and understanding of federal and state laws pertaining to 
Human Resources issues. Prepares and recommends personnel policies and 
procedures that ensure the compliance to policies, laws and regulations governing 
school system employees. 

• Attends regular meetings of the Board of Education. Conducts staff meetings and 
attends other related meetings deemed necessary by the Superintendent. 

• Directs programs and processes to recruit, hire, and retain highly qualified 
administrators, teachers, substitute teachers, and support staff throughout the 
school system. 

• Manages recommendations to hire highly qualified principals and assistant principals. 

• Prepares recommendations for employment, promotion, and retention of all 
administrative, professional, and support employees for the Board of Education. 

• Oversees proper administration of licensure requirements for certified employees. 

• Recommends and advises on policy and decisions involving compensation. 
Coordinates research and surveys of salaries and employee benefits for comparable 
positions in other school systems and in business and industry. 

• Aligns professional development programs (such as training for mentors, alternative 
licensure programs, NBPTS certification, and NCEES) for employees, including 
teachers and administrators, to achieve organizational goals. 

• Directs the preparation of the annual report on professional staffing for NC 
Department of Public Instruction, as well as miscellaneous reports for school 



       Assistant Superintendent-HR/Communications 
 
 

Updated May 2021 Cabarrus County Schools 3 

 

system and federal uses. 

• Directs processes to ensure accurate management of personnel records and 
reporting through the Human Resource Information System. 

• Organizes and sponsors special recognition programs including: Principal/Assistant 
Principal of the Year; Teacher of the Year; Retirement Reception; and Teacher 
Assistant of the Year. 

• Performs other related duties as assigned by the Superintendent. 

Physical Requirements 

• This work requires the frequent exertion of up to 10 pounds of force and occasional 
exertion of up to 25 pounds of force. 

• Work regularly requires speaking or hearing, frequently requires walking and sitting and 
occasionally requires standing, using hands to finger, handle or feel, stooping, kneeling, 
crouching or crawling, reaching with hands and arms and lifting. 

• Work requires preparing and analyzing written or computer data; work has no exposure 
to environmental conditions; work is generally in a moderately noisy location (e.g., 
business office, light traffic). 

 

Disclaimer  
The preceding job description has been designed to indicate the general nature and level of work 
performed by employees within this classification. It is not designed to contain or be interpreted 
as a comprehensive inventory of all duties, responsibilities, and qualifications required of 
employees to this job. 


