
BRECKSVILLE-BROADVIEW HEIGHTS CITY SCHOOL DISTRICT 
JOB DESCRIPTION 

 
Title:  BOARD OF EDUCATION MEMBER Ref. File 1 
 
Reports to:  State government and school district residents. 
 
Job Objective:  Exercises responsible civic leadership and commitment to the school district’s mission. 
 
Qualifications:  Meets prerequisite legislative qualifications to be elected or appointed to the board of education. 
 
Essential  1. Performs statutory and discretionary board duties. Establishes policies that support the 
Functions:  development, delivery, and improvement of quality educational programs. 
 · Advances governance as the board’s primary duty. Actively participates in board and committee 

meetings. Provides advanced notice when an absence cannot be avoided. 
 · Develops a planning process that supports effective interactions and real-world problem-solving 

approaches for vested parties with divergent points of view. 
 · Collaboratively employs a superintendent and treasurer to manage district operations. 
 · Supports the district’s chain of command. Assumes oversight responsibility for the results of duties 

delegated to the superintendent and treasurer. 
 · Exercises board authority only during legally convened meetings. Abides by majority decisions. 
 · Establishes, interprets, reviews, updates and authorizes board policies. 
 · Contributes to the development of a comprehensive district-wide strategic plan. 
 · Advocates for students. Supports access to inclusive educational opportunities for all students. 
 · Adopts operating and capital budgets that enable the school district to implement board directives. 
 · Monitors fiscal management to help ensure the judicious use of district resources. 
 · Approves employment contract terms and compensation packages. 
 · Implements assessment programs to measure the performance of the superintendent and treasurer 

before board action to renew or non-renew contracts. 
 
  2. Diligently attends to job details. Pursues quality results. Performs all aspects of the job. 
 · Collaboratively develops effective solutions for work-related concerns. 
 · Maintains respectful relationships with co-workers and supports a cohesive team effort. 
 · Wears work attire appropriate for the position. 
 · Respects privacy. Ensures the veracity and security of confidential information. 
 · Sustains an acceptable attendance record. Consistently complies with established work schedules. 
 
  3. Maintains open/effective communications. Serves as a reliable information resource. 
 · Encourages relationships that enhance public support for the district. 
 · Refers administrative procedure and district policy questions to an appropriate administrator. 
 · Supports equality, diversity, and inclusion. Uses tact and diplomacy to resolve differences fairly. 
 · Works with the superintendent and treasurer to ensure district resources are used effectively. 
 
  4. Pursues opportunities to enhance job knowledge and skill proficiency. 
 · Participates in board governance training and educational leadership conferences. 
 
  5. Keeps current with emergency preparedness and response procedures. 
 · Complies with health and safety protocols to mitigate workplace risks. 
 · Protects district property. Takes precautions to prevent the loss of equipment and supplies. 
 · Takes action to address harassment or aggressive behavior. Complies with all legal statutes when 

dealing with discrimination, inappropriate behavior, or suspected child abuse/neglect. 
 
  6. Performs other specific job-related duties as directed by the board president. 
 · Implements district strategies to advance organizational goals. 
 
  This summary document describes typical job functions and does not represent an exhaustive list 

of all possible work responsibilities. 
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BRECKSVILLE-BROADVIEW HEIGHTS CITY SCHOOL DISTRICT 
JOB DESCRIPTION 

 
Title:  SUPERINTENDENT Ref. File 2 
 
Reports to:  Board of Education 
 
Job Objective:  Serves as chief executive officer responsible for the management of the schools and administration 

of all board policies. Serves as a professional adviser to the board. 
 
Minimum · Holds/maintains required Ohio Department of Education credentials. Educational administration, 
Qualifications:  curriculum, instruction, and school finance skills verified by training and relevant work experience. 
 · Ability to plan, put into practice, and sustain support for long-term change initiatives. 
 · Acts according to the Licensure Code of Professional Conduct for Ohio Educators. 
 · Demonstrated leadership abilities and a willingness to take on challenging tasks. 
 · Embraces high-performance standards (e.g., engagement, proficiency, resilience, etc.). 
 · Maintains a record free of criminal violations that prohibit public school employment. 
  Preferred Attributes: Intrinsically motivated leader with a strong sense of purpose. 
 
  Physical Demand Level1: Sedentary to light strength (occasionally lifting/carrying 11+ lbs.). Duties 

require communicating verbally, far/near visual acuity, fine/gross manipulation, reaching at or below 
shoulder height, standing/walking, and using a traditional keyboard. 

   1 Based on U.S. Department of Labor documentation of physical demand characteristics. 
 
  Note: Legally acceptable alternative qualifications, additional assignment-specific skills, and other 

physical demands deemed appropriate by the board may be delineated at the time of appointment.  
 
Essential  1. Advances a strong sense of shared purpose. Articulates a forward-looking vision of 
Functions: · learning that supports continuous improvement in student participation and achievement. 
 · Directs the development of a comprehensive district-wide strategic plan. 
 · Aligns organizational practices with a decision-making framework that encourages widespread 

community commitment to change initiatives. 
 · Monitors the relevance of board policies. Formulates policy recommendations. 
 · Develops annual budget/appropriation measures aligned with district goals. 
 · Administers district operations. Establishes broad partnerships that promote strong support for 

collaborative planning processes among vested parties with divergent points of view. 
 · Provides administrative direction to ensure orderly program activities (e.g., building access, 

custodial, instructional resources, office support, parking, security, etc.). 
 · Requisitions equipment, supplies, and services appropriate for the purposes/needs of the district. 
 · Ensures district compliance with all accreditation, contractual, legal, and regulatory requirements. 
 · Actively supervises and evaluates employees. Cultivates staff leadership skills. 
 · Facilitates collaborative planning of administrative meetings. Directs special project committees. 
 · Implements a comprehensive assessment system that enables staff to use timely tangible data to 

make informed decisions that support teaching and student learning improvements. 
 · Advocates for students. Supports access to inclusive educational opportunities for all students. 
 · Administers the student code of conduct. 
 · Maintains effective document and records management systems. Prepares timely files. Monitors 

reporting deadlines. Complies with district records retention and disposal policies. 
 · Analyzes key program performance indicators. Uses a data-driven planning process to optimize 

budget allocations aligned with strategic district goals. 
 
  2. Diligently attends to job details. Pursues quality results. Performs all aspects of the job. 
 · Maintains respectful relationships with co-workers and supports a cohesive team effort. 
 · Wears work attire appropriate for the position. 
 · Respects privacy. Ensures the veracity and security of confidential information. 
 · Sustains an acceptable attendance record. Consistently complies with established work schedules. 
 
  3. Maintains open/effective communications. Serves as a reliable information resource. 
 · Encourages relationships that enhance public support for the district. 
 · Helps the community understand district policy objectives and administrative procedures. 
 · Supports equality, diversity, and inclusion. Uses tact and diplomacy to resolve differences fairly. 
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  4. Pursues opportunities to enhance job knowledge and skill proficiency. 
 · Keeps current with standards and practices associated with work duties. 
 · Updates skills as needed to use task-appropriate technology effectively. 
 
  5. Develops and implements a comprehensive emergency management plan. 
 · Protects district property. Takes precautions to prevent the loss of equipment and supplies. 
 · Takes action to address harassment or aggressive behavior. Complies with all legal statutes when 

dealing with discrimination, inappropriate behavior, or suspected child abuse/neglect. 
 
  6. Performs other specific job-related duties as directed by the board of education. 
 · Implements district strategies to advance organizational goals. 
 
Performance  Employee performance is evaluated according to applicable law, board policies, contractual  
Evaluation:  agreements, and district administrative procedures. 
 
Working  The district offers equal employment opportunity without regard to age, color, disability, genetic 
Conditions:  information, military status, national origin, race, religion, sex (including gender identity, pregnancy, 

and sexual orientation), or any other legally protected category. 
 
  The district maintains a drug and alcohol-free work environment to prevent the adverse impact of 

substance abuse on employee performance and, to protect the rights of co-workers and the public. 
 
  Safety is essential to job performance. All employees are required to comply with workplace 

health/safety regulations and district policies when duties entail any of the following situations: 
 
   Encounters with aggressive, angry, rude, or unpleasant individuals. 
   Exposure to air-borne particulates, chemicals, combustible materials, electrical hazards, 
   loud noises, moving mechanical parts, odors, slippery/uneven surfaces, etc. 
   Exposure to blood-borne pathogens or contagious diseases. 
   Exposure to severe weather conditions or temperature extremes. 
   Movements that require balancing, bending, climbing, crouching, kneeling, or reaching. 
   Operating or riding in a vehicle. Working in or near vehicular traffic. 
   Performing tasks that require dexterity, multifaceted sequences, physical strength, or stamina. 
   Traveling to meetings and work assignments. 
   Working at heights, in confined spaces, or under diminished/variable lighting. 
 
  This job description document does not establish a contract or alter board-authorized employment 

agreements. Employee benefits, classifications, contract durations, skill sets, wage rates, and work 
schedules may vary by assignment. This summary document describes typical job functions and 
does not represent an exhaustive list of all possible work responsibilities. 

 
  Employee duties may change in response to collective bargaining agreements, funding variables, 

modified operating procedures, program/service adjustments, regulatory compliance, technological 
innovations, and unforeseen events. 
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BRECKSVILLE-BROADVIEW HEIGHTS CITY SCHOOL DISTRICT 
JOB DESCRIPTION 

 
Title:  TREASURER/CFO Ref. File 3 
 
Reports to:  Board of Education 
 
Job Objective:  Serves as financial adviser and secretary to the board of education. 
 
Minimum · Bachelor’s degree with training in school finance and law. Comprehensive knowledge of 
Qualifications:  governmental accounting standards, state accounting software, and third-party financial service 

providers. Holds/maintains a State of Ohio Department of Education School Treasurer License. 
 · Ability to plan, put into practice, and sustain support for long-term change initiatives. 
 · Acts according to the Licensure Code of Professional Conduct for Ohio Educators.\ 
 · Demonstrated leadership abilities and a willingness to take on challenging tasks. 
 · Embraces high-performance standards (e.g., engagement, proficiency, resilience, etc.). 
 · Maintains a record free of criminal violations that prohibit public school employment. 
  Preferred Attributes: Intrinsically motivated leader with a strong sense of purpose. 
 
  Physical Demand Level1: Sedentary to light strength (occasionally lifting/carrying 11+ lbs.). Duties 

require communicating verbally, far/near visual acuity, fine/gross manipulation, reaching at or below 
shoulder height, standing/walking, and using a traditional keyboard. 

   1 Based on U.S. Department of Labor documentation of physical demand characteristics. 
 
  Note: Legally acceptable alternative qualifications, additional assignment-specific skills, and other 

physical demands deemed appropriate by the board may be delineated at the time of appointment. 
 
Essential  1. Serves as Chief Fiscal Officer and custodian of district funds/records. Maintains 
Functions:  accurate financial accounts/records as prescribed and approved by the auditor of state. 
 · Participates in the development of a comprehensive district-wide strategic plan. 
 · Keeps the superintendent and board informed about the financial status of the district. 
 · Participates in board meetings and committee assignments. Serves as board secretary and signing 

agent for district contracts. Maintains board minutes and legal records. 
 · Publishes legal notices. Requests guidance from legal counsel as needed. 
 · Helps the superintendent develop annual budget/appropriation measures aligned with district goals. 
 · Establishes a complete audit trail for each financial transaction. 
 · Arranges depository contracts. Implements measures to achieve favorable investment returns. 
 · Reviews borrowing needs. Administers debt programs. Helps prepare bond sale prospectus. 
 · Actively supervises and evaluates assigned personnel. Cultivates staff leadership skills. 
 · Administers district purchasing procedures. Investigates products, services, and costs (e.g., on-time 

delivery, order fulfillment accuracy, quality standards, technical support, etc.).  Negotiates volume 
discounts/long-term contracts. 

 · Processes purchase orders. Maintains procurement and vendor tax identification files. 
 · Maintains an integrated inventory and capital asset control system (e.g., consumption, depreciation, 

purchasing, receiving, reordering, shipping, storage, tracking, etc.). Prepares inventory reports. 
 · Administers property, liability, and fleet insurance programs. 
 · Manages the timely collection of accounts receivable. 
 · Receives, approves, and processes payments. Signs checks. Prepares 1099 forms. 
 · Implements procedures to audit student activity accounts and building-fund records. 
 · Conducts training activities to update district staff on financial accountability procedures. 
 · Maintains personnel files. Prepares salary schedules, contracts, and wage change notices. 
 · Manages payroll/benefit functions (e.g., timesheets, paychecks, leave of absence, medical/life 

insurance, retirement, severance pay, unemployment, workers compensation, etc.). 
 · Participates in bargaining unit negotiations and hearing/grievance processes. 
 · Certifies Ohio Department of Education financial reports. 
 · Prepares five-year forecasts that comply with all state requirements. 
 · Coordinates annual compliance audits. 
 · Analyzes key program performance indicators. Uses a data-driven planning process to optimize 

budget allocations aligned with strategic district goals. 
 
  2. Diligently attends to job details. Pursues quality results. Performs all aspects of the job. 
 · Maintains respectful relationships with co-workers and supports a cohesive team effort. 



TREASURER/CFO Page 2 of 2 
 
 · Wears work attire appropriate for the position. 
 · Respects privacy. Ensures the veracity and security of confidential information. 
 · Sustains an acceptable attendance record. Consistently complies with established work schedules. 
 
  3. Maintains open/effective communications. Serves as a reliable information resource. 
 · Encourages relationships that enhance public support for the district. 
 · Helps the community understand district policy objectives and administrative procedures. 
 · Supports equality, diversity, and inclusion. Uses tact and diplomacy to resolve differences fairly. 
 
  4. Pursues opportunities to enhance job knowledge and skill proficiency. 
 · Keeps current with standards and practices associated with work duties. 
 · Updates skills as needed to use task-appropriate technology effectively. 
 
  5. Keeps current with emergency preparedness and response procedures. 
 · Complies with health and safety protocols to mitigate workplace risks. 
 · Protects district property. Takes precautions to prevent the loss of equipment and supplies. 
 · Takes action to address harassment or aggressive behavior. Complies with all legal statutes when 

dealing with discrimination, inappropriate behavior, or suspected child abuse/neglect. 
 
  6. Performs other specific job-related duties as directed by the board of education. 
 · Implements district strategies to advance organizational goals. 
 
Performance  Employee performance is evaluated according to applicable law, board policies, contractual  
Evaluation:  agreements, and district administrative procedures. 
 
Working  The district offers equal employment opportunity without regard to age, color, disability, genetic 
Conditions:  information, military status, national origin, race, religion, sex (including gender identity, pregnancy, 

and sexual orientation), or any other legally protected category. 
 
  The district maintains a drug and alcohol-free work environment to prevent the adverse impact of 

substance abuse on employee performance and, to protect the rights of co-workers and the public. 
 
  Safety is essential to job performance. All employees are required to comply with workplace 

health/safety regulations and district policies when duties entail any of the following situations: 
 
   Encounters with aggressive, angry, rude, or unpleasant individuals. 
   Exposure to air-borne particulates, chemicals, combustible materials, electrical hazards, 
   loud noises, moving mechanical parts, odors, slippery/uneven surfaces, etc. 
   Exposure to blood-borne pathogens or contagious diseases. 
   Exposure to severe weather conditions or temperature extremes. 
   Movements that require balancing, bending, climbing, crouching, kneeling, or reaching. 
   Operating or riding in a vehicle. Working in or near vehicular traffic. 
   Performing tasks that require complex sequencing, dexterity, strength, stamina, etc. 
   Traveling to meetings and work assignments. 
   Working at heights, in confined spaces, or under diminished/variable lighting. 
 
  This job description document does not establish a contract or alter board-authorized employment 

agreements. Employee benefits, classifications, contract durations, skill sets, wage rates, and work 
schedules may vary by assignment. This summary document describes typical job functions and 
does not represent an exhaustive list of all possible work responsibilities. 

 
  Employee duties may change in response to collective bargaining agreements, funding variables, 

modified operating procedures, program/service adjustments, regulatory compliance, technological 
innovations, and unforeseen events. 
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BRECKSVILLE-BROADVIEW HEIGHTS CITY SCHOOL DISTRICT 
JOB DESCRIPTION 

 
Title:  ATHLETIC DIRECTOR File 101 
 
Reports to:  Building Principal 
 
Job Objective:  Directs interscholastic athletic programs. 
 
Minimum · Meets all Ohio Administrative Code 3301-27-01 qualifications to direct, supervise, or coach a pupil- 
Qualifications:  activity program. Monitors training/certification expiration dates and meets all renewal deadlines. 
 · Acts according to the Licensure Code of Professional Conduct for Ohio Educators. 
 · Available to work a non-traditional schedule and irregular hours when needed. 
 · Demonstrated leadership abilities and a willingness to take on challenging tasks. 
 · Embraces high-performance standards (e.g., engagement, proficiency, resilience, etc.). 
 · Maintains a record free of criminal violations that prohibit public school employment. 
 · Upholds all Ohio High School Athletic Association, school, and state regulations/contest rules. 
  Preferred Attributes: Active listening, creative problem solving, and good time management skills. 
 
  Physical Demand Level1: Sedentary to light strength (occasionally lifting/carrying 11+ lbs.). Duties 

require communicating verbally, far/near visual acuity, fine/gross manipulation, reaching at or below 
shoulder height, standing/walking, and using a traditional keyboard. 

   1 Based on U.S. Department of Labor documentation of physical demand characteristics.  
 
  Note: Legally acceptable alternative qualifications, additional assignment-specific skills, and other 

physical demands deemed appropriate by the board may be delineated at the time of appointment. 
 
Essential  1. Develops, delivers, and advances program activities. Provides opportunities for students 
Functions:  to enhance skills, build positive peer relationships, and develop leadership qualities. 
 · Serves as an active member of the administrative team and adviser to the superintendent. 
 · Manages program compliance with all OHSAA standards. Ensures athletic fields comply with 

conference/league and state athletic association regulations. 
 · Actively supervises and evaluates assigned personnel. Cultivates staff leadership skills. 
 · Secures game officials except those contracted by the league commissioner. Hires home game 

personnel (e.g., announcers, security staff, ticket sellers, timers/scorekeepers, etc.). 
 · Communicates staff responsibilities and work schedules before the start of each program activity. 
 · Requisitions equipment, supplies, and services appropriate for the needs of the program. 
 · Encourages student participation. Monitors the accuracy of internal-external communications. 
 · Supervises preseason parent/guardian-student meetings. 
 · Oversees professionally administered tryouts to select program participants. 
 · Manages student medical records, physical education waivers, and scholastic eligibility verification. 
 · Confirms student medical alerts and emergency authorization forms are properly administered. 
 · Executes a well-designed program plan. Ensures participants receive appropriate instruction, 

support, and opportunities to participate. Provides proactive supervision for all program activities. 
 · Ensures equipment is appropriate for the physical development and skill level of each participant. 
 · Helps staff deal with discipline issues. Prepares conduct reports/discipline recommendations. 
 · Arranges student transportation and chaperones as needed for sanctioned trips. 
 · Communicates accurate/timely scores and post-game reports to appropriate media. 
 · Coordinates the provision of off-season activities (e.g., practice schedules, training clinics, etc.). 
 · Ensures program activities are self-sustaining except when authorized by the administration. 
 · Develops a ticket sales policy. Oversees advanced and on-site ticket sales. 
 · Attends meetings and facilitates athletic booster association activities. 
 · Encourages donations from businesses, civic groups, and individuals that comply with RC 2921.43. 
 · Administers community use of athletic facilities. 
 · Provides opportunities for program participants to critique activities and suggest enhancements. 
 · Maintains effective document and records management systems. Prepares timely files. Monitors 

reporting deadlines. Complies with district records retention and disposal policies. 
 · Preserves reference materials for future programs (e.g., advertising, correspondence, participant 

information, photos, publicity, scheduling, staffing, videotapes, volunteer activities, etc.). 
 · Analyzes key program performance indicators to align budget proposals with strategic district goals. 
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  2. Diligently attends to job details. Pursues quality results. Performs all aspects of the job. 
 · Maintains respectful relationships with co-workers and supports a cohesive team effort. 
 · Wears work attire appropriate for the position. 
 · Respects privacy. Ensures the veracity and security of confidential information. 
 · Sustains an acceptable attendance record. Consistently complies with established work schedules. 
 
  3. Maintains open/effective communications. Serves as a reliable information resource. 
 · Encourages relationships that enhance public support for the district. 
 · Helps the community understand district policy objectives and administrative procedures. 
 · Supports equality, diversity, and inclusion. Uses tact and diplomacy to resolve differences fairly. 
 
  4. Pursues opportunities to enhance job knowledge and skill proficiency. 
 · Keeps current with standards and practices associated with work duties. 
 · Updates skills as needed to use task-appropriate technology effectively. 
 
  5. Keeps current with emergency preparedness and response procedures. 
 · Complies with health and safety protocols to mitigate workplace risks. 
 · Protects district property. Takes precautions to prevent the loss of equipment and supplies. 
 · Takes action to address harassment or aggressive behavior. Complies with all legal statutes when 

dealing with discrimination, inappropriate behavior, or suspected child abuse/neglect. 
 
  6. Performs other specific job-related duties as directed. 
 · Implements district strategies to advance organizational goals. 
 
Performance  Employee performance is evaluated according to applicable law, board policies, contractual  
Evaluation:  agreements, and district administrative procedures. 
 
Working  The district offers equal employment opportunity without regard to age, color, disability, genetic 
Conditions:  information, military status, national origin, race, religion, sex (including gender identity, pregnancy, 

and sexual orientation), or any other legally protected category. 
 
  The district maintains a drug and alcohol-free work environment to prevent the adverse impact of 

substance abuse on employee performance and, to protect the rights of co-workers and the public. 
 
  Safety is essential to job performance. All employees are required to comply with workplace 

health/safety regulations and district policies when duties entail any of the following situations: 
 
   Encounters with aggressive, angry, rude, or unpleasant individuals. 
   Exposure to air-borne particulates, chemicals, combustible materials, electrical hazards, 
   loud noises, moving mechanical parts, odors, slippery/uneven surfaces, etc. 
   Exposure to blood-borne pathogens or contagious diseases. 
   Exposure to severe weather conditions or temperature extremes. 
   Movements that require balancing, bending, climbing, crouching, kneeling, or reaching. 
   Operating or riding in a vehicle. Working in or near vehicular traffic. 
   Performing tasks that require complex sequencing, dexterity, strength, stamina, etc. 
   Traveling to meetings and work assignments. 
   Working at heights, in confined spaces, or under diminished/variable lighting. 
 
  This job description document does not establish a contract or alter board-authorized employment 

agreements. Employee benefits, classifications, contract durations, skill sets, wage rates, and work 
schedules may vary by assignment. This summary document describes typical job functions and 
does not represent an exhaustive list of all possible work responsibilities. 

 
  Employee duties may change in response to collective bargaining agreements, funding variables, 

modified operating procedures, program/service adjustments, regulatory compliance, technological 
innovations, and unforeseen events. 
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BRECKSVILLE-BROADVIEW HEIGHTS CITY SCHOOL DISTRICT 
JOB DESCRIPTION 

 
Title:  BUSINESS SERVICES DIRECTOR File 102 
 
Reports to:  Superintendent 
 
Job Objective:  Manages district business operations. 
 
Minimum · Bachelor’s degree in business administration or alternative training and relevant work experience 
Qualifications:  that meet state department of education business manager’s license requirements. 
 · Ability to develop and implement clear pathways to successfully achieve business objectives. 
 · Acts according to the Licensure Code of Professional Conduct for Ohio Educators. 
 · Demonstrated leadership abilities and a willingness to take on challenging tasks. 
 · Embraces high-performance standards (e.g., engagement, proficiency, resilience, etc.). 
 · Maintains a record free of criminal violations that prohibit public school employment. 
  Preferred Attributes: Active listening, creative problem solving, and good time management skills. 
 
  Physical Demand Level1: Sedentary to light strength (occasionally lifting/carrying 11+ lbs.). Duties 

require communicating verbally, far/near visual acuity, fine/gross manipulation, reaching at or below 
shoulder height, standing/walking, and using a traditional keyboard. 

   1 Based on U.S. Department of Labor documentation of physical demand characteristics. 
 
  Note: Legally acceptable alternative qualifications, additional assignment-specific skills, and other 

physical demands deemed appropriate by the board may be delineated at the time of appointment. 
 
Essential  1 Directs business operations (i.e., central receiving, clerical, custodial, food service, 
Functions:  maintenance, purchasing, technology, telecommunication, and transportation programs. 
 · Serves as an active member of the administrative team and adviser to the superintendent. 
 · Manages program compliance with accreditation, contractual, legal, and regulatory requirements. 
 · Actively supervises and evaluates assigned personnel. Cultivates staff leadership skills. 
 · Updates classified job descriptions and the employment section of the staff handbook. 
 · Participates in bargaining unit negotiations and hearing/grievance processes. 
 · Monitors classified employee compliance with all continuing education requirements. 
 · Manages district purchasing procedures. Investigates products, services, and costs (e.g., on-time 

delivery, order fulfillment accuracy, quality standards, technical support, etc.). Negotiates volume 
discounts/long-term contracts. 

 · Monitors work provided by outside vendors to ensure compliance with district specifications. 
 · Processes purchase orders. Maintains procurement and vendor tax identification files. 
 · Establishes a complete audit trail for each financial transaction. 
 · Maintains an integrated inventory and capital asset control system (e.g., consumption, depreciation, 

purchasing, receiving, reordering, shipping, storage, tracking, etc.). Prepares inventory reports. 
 · Administers property, liability, and fleet insurance programs. 
 · Manages school safety programs. Performs a regular district-wide safety risk analysis. Prepares a 

comprehensive emergency management plan. Develops coordination procedures with community 
emergency service providers. 

 · Trains district employees in threat assessment, reporting, and response procedures. 
 · Updates and distributes district materials to emergency response providers (e.g., blueprints, 

chemical storage locations, electric/gas/water line shutoffs, emergency doors, fire suppression 
equipment, first aid supplies, staff directory, room numbering diagrams, etc.). 

 · Maintains Material Safety Data Sheets (MSDS). Trains staff in health and safety procedures (e.g., 
cleaning up blood, body fluids/tissue, chemical spills, hazardous materials, mold, etc.). 

 · Manages effective office services. Maintains a supportive office environment that advances 
professionalism and a shared commitment to organizational outcomes. 

 · Supervises operations to maintain clean, safe, and accessible buildings and grounds. 
 · Inspects buildings, equipment, and grounds. Develops an action plan to resolve problems. 
 · Administers the permanent improvement budget. Helps prepare bond sale prospectuses. 
 · Manages facility planning, building/site renovations, and new construction projects. 
 · Administers non-school use of district facilities (e.g., rental, scheduling, set up, etc.). 
 · Provides a safe/orderly environment for district events. Oversees traffic/crowd control activities. 
 · Supervises district transportation operations. Ensures compliance with all Ohio Pupil Transportation 

Operations and Safety Rules. Determines the most appropriate approach to transport each student. 
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 · Oversees ongoing vehicle maintenance. Implements procedures to deal with emergency repairs. 
 · Coordinates Ohio State Highway Patrol annual bus inspections. 
 · Supervises food service operations. Upholds all federal school nutrition standards. 
 · Ensures compliance with all health and food safety regulations (e.g., hazard analysis critical control 

point principles, portion size, sanitation procedures, temperature controls, etc.). 
 · Oversees daily accounting activities (i.e., receipts, meals served, bank deposits, etc.). 
 · Maintains effective document and records management systems. Prepares timely files. Monitors 

reporting deadlines. Complies with district records retention and disposal policies. 
 · Analyzes key program performance indicators to align budget proposals with strategic district goals. 
 
  2. Diligently attends to job details. Pursues quality results. Performs all aspects of the job. 
 · Maintains respectful relationships with co-workers and supports a cohesive team effort. 
 · Wears work attire appropriate for the position. 
 · Respects privacy. Ensures the veracity and security of confidential information. 
 · Sustains an acceptable attendance record. Consistently complies with established work schedules. 
 
  3. Maintains open/effective communications. Serves as a reliable information resource. 
 · Encourages relationships that enhance public support for the district. 
 · Helps the community understand district policy objectives and administrative procedures. 
 · Supports equality, diversity, and inclusion. Uses tact and diplomacy to resolve differences fairly. 
 
  4. Pursues opportunities to enhance job knowledge and skill proficiency. 
 · Keeps current with standards and practices associated with work duties. 
 · Updates skills as needed to use task-appropriate technology effectively. 
 
  5. Keeps current with emergency preparedness and response procedures. 
 · Complies with health and safety protocols to mitigate workplace risks. 
 · Protects district property. Takes precautions to prevent the loss of equipment and supplies. 
 · Takes action to address harassment or aggressive behavior. Complies with all legal statutes when 

dealing with discrimination, inappropriate behavior, or suspected child abuse/neglect. 
 
  6. Performs other specific job-related duties as directed. 
 · Implements district strategies to advance organizational goals. 
 
Performance  Employee performance is evaluated according to applicable law, board policies, contractual  
Evaluation:  agreements, and district administrative procedures. 
 
Working  The district offers equal employment opportunity without regard to age, color, disability, genetic 
Conditions:  information, military status, national origin, race, religion, sex (including gender identity, pregnancy, 

and sexual orientation), or any other legally protected category. 
 
  The district maintains a drug and alcohol-free work environment to prevent the adverse impact of 

substance abuse on employee performance and, to protect the rights of co-workers and the public. 
 
  Safety is essential to job performance. All employees are required to comply with workplace 

health/safety regulations and district policies when duties entail any of the following situations: 
 
   Encounters with aggressive, angry, rude, or unpleasant individuals. 
   Exposure to air-borne particulates, chemicals, combustible materials, electrical hazards, 
   loud noises, moving mechanical parts, odors, slippery/uneven surfaces, etc. 
   Exposure to blood-borne pathogens or contagious diseases. 
   Exposure to severe weather conditions or temperature extremes. 
   Movements that require balancing, bending, climbing, crouching, kneeling, or reaching. 
   Operating or riding in a vehicle. Working in or near vehicular traffic. 
   Performing tasks that require complex sequencing, dexterity, strength, stamina, etc. 
   Traveling to meetings and work assignments. 
   Working at heights, in confined spaces, or under diminished/variable lighting. 
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  This job description document does not establish a contract or alter board-authorized employment 

agreements. Employee benefits, classifications, contract durations, skill sets, wage rates, and work 
schedules may vary by assignment. This summary document describes typical job functions and 
does not represent an exhaustive list of all possible work responsibilities. 

 
  Employee duties may change in response to collective bargaining agreements, funding variables, 

modified operating procedures, program/service adjustments, regulatory compliance, technological 
innovations, and unforeseen events. 
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BRECKSVILLE-BROADVIEW HEIGHTS CITY SCHOOL DISTRICT 
JOB DESCRIPTION 

 
Title:  CURRICULUM & INSTRUCTION DIRECTOR File 103 
 
Reports to:  Superintendent 
 
Job Objective:  Directs curriculum and instruction programs. 
 
Minimum · Holds/maintains required Ohio Department of Education credentials. Ability to achieve program  
Qualifications:  objectives through enhancements based on evaluated data and research-based best practices. 
 · Ability to develop and implement clear pathways to successfully achieve program objectives. 
 · Acts according to the Licensure Code of Professional Conduct for Ohio Educators. 
 · Comprehensive knowledge of Ohio Teacher and Principal Evaluation System (OhioES). 
 · Demonstrated leadership abilities and a willingness to take on challenging tasks. 
 · Embraces high-performance standards (e.g., engagement, proficiency, resilience, etc.). 
 · Maintains a record free of criminal violations that prohibit public school employment. 
 · Contract requires: Ohio Principal Evaluation System (OPES 2.0) and Ohio Teacher Evaluation 

System (OTES 2.0) credentialed evaluator status. 
  Preferred Attributes: Active listening, creative problem solving, and good time management skills. 
 
  Physical Demand Level1: Sedentary to light strength (occasionally lifting/carrying 11+ lbs.). Duties 

require communicating verbally, far/near visual acuity, fine/gross manipulation, reaching at or below 
shoulder height, standing/walking, and using a traditional keyboard. 

   1 Based on U.S. Department of Labor documentation of physical demand characteristics. 
 
  Note: Legally acceptable alternative qualifications, additional assignment-specific skills, and other 

physical demands deemed appropriate by the board may be delineated at the time of appointment. 
 
Essential  1. Directs curriculum and instruction programs that advance best practices and academic 
Functions:  standards. Provides high-quality professional development and program support services. 
 · Serves as an active member of the administrative team and adviser to the superintendent. 
 · Manages program compliance with accreditation, contractual, legal, and regulatory requirements. 
 · Actively supervises and evaluates assigned personnel. Cultivates staff leadership skills. 
 · Works with staff to develop standards-based curriculum guides and high-quality courses of study. 
 · Implements district and Ohio Department of Education initiatives that support continuous 

improvement in student participation and achievement. 
 · Evaluates, documents, and develops curricular alignment. 
 · Recommends course additions/grade placements. Monitors grade advancement requirements. 
 · Directs Comprehensive Continuous Improvement Plan (CCIP) activities. 
 · Models teaching techniques. Helps staff improve pupil management and instructional skills (e.g., 

coaching, communities of practice, consultation, mentoring, etc.). 
 · Helps staff identify and use technology resources that complement teaching styles, enhance 

proficiency and build confidence. Develops training materials for self-directed learning activities. 
 · Helps manage testing programs. Establishes uniform procedures to ensure accurate recording and 

analysis of testing data. Identifies emerging student needs, relationships between interventions, 
achievements, and time forecasts for students to master expected skills. 

 · Identifies opportunities for staff to share timely tangible assessment data with parents/guardians. 
 · Helps students develop educational goals that are attainable, measurable, relevant, and specific. 
 · Advocates for students. Supports access to inclusive educational opportunities for all students. 
 · Uses positive behavioral interventions and supports to maintain discipline. Helps students acquire 

appropriate functional skills (e.g., communication, self-regulation, socialization, etc.). 
 · Maintains effective document and records management systems. Prepares timely files. Monitors 

reporting deadlines. Complies with district records retention and disposal policies. 
 · Analyzes key program performance indicators to align budget proposals with strategic district goals. 
 
  2. Diligently attends to job details. Pursues quality results. Performs all aspects of the job. 
 · Maintains respectful relationships with co-workers and supports a cohesive team effort. 
 · Wears work attire appropriate for the position. 
 · Respects privacy. Ensures the veracity and security of confidential information. 
 · Sustains an acceptable attendance record. Consistently complies with established work schedules. 
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  3. Maintains open/effective communications. Serves as a reliable information resource. 
 · Encourages relationships that enhance public support for the district. 
 · Helps the community understand district policy objectives and administrative procedures. 
 · Supports equality, diversity, and inclusion. Uses tact and diplomacy to resolve differences fairly. 
 
  4. Pursues opportunities to enhance job knowledge and skill proficiency. 
 · Keeps current with standards and practices associated with work duties. 
 · Updates skills as needed to use task-appropriate technology effectively. 
 
  5. Keeps current with emergency preparedness and response procedures. 
 · Complies with health and safety protocols to mitigate workplace risks. 
 · Protects district property. Takes precautions to prevent the loss of equipment and supplies. 
 · Takes action to address harassment or aggressive behavior. Complies with all legal statutes when 

dealing with discrimination, inappropriate behavior, or suspected child abuse/neglect. 
 
  6. Performs other specific job-related duties as directed. 
 · Implements district strategies to advance organizational goals. 
 
Performance  Employee performance is evaluated according to applicable law, board policies, contractual  
Evaluation:  agreements, and district administrative procedures. 
 
Working  The district offers equal employment opportunity without regard to age, color, disability, genetic 
Conditions:  information, military status, national origin, race, religion, sex (including gender identity, pregnancy, 

and sexual orientation), or any other legally protected category. 
 
  The district maintains a drug and alcohol-free work environment to prevent the adverse impact of 

substance abuse on employee performance and, to protect the rights of co-workers and the public. 
 
  Safety is essential to job performance. All employees are required to comply with workplace 

health/safety regulations and district policies when duties entail any of the following situations: 
 
   Encounters with aggressive, angry, rude, or unpleasant individuals. 
   Exposure to air-borne particulates, chemicals, combustible materials, electrical hazards, 
   loud noises, moving mechanical parts, odors, slippery/uneven surfaces, etc. 
   Exposure to blood-borne pathogens or contagious diseases. 
   Exposure to severe weather conditions or temperature extremes. 
   Movements that require balancing, bending, climbing, crouching, kneeling, or reaching. 
   Operating or riding in a vehicle. Working in or near vehicular traffic. 
   Performing tasks that require complex sequencing, dexterity, strength, stamina, etc. 
   Traveling to meetings and work assignments. 
   Working at heights, in confined spaces, or under diminished/variable lighting. 
 
  This job description document does not establish a contract or alter board-authorized employment 

agreements. Employee benefits, classifications, contract durations, skill sets, wage rates, and work 
schedules may vary by assignment. This summary document describes typical job functions and 
does not represent an exhaustive list of all possible work responsibilities. 

 
  Employee duties may change in response to collective bargaining agreements, funding variables, 

modified operating procedures, program/service adjustments, regulatory compliance, technological 
innovations, and unforeseen events. 

 
  © 2022 All Rights Reserved  



BRECKSVILLE-BROADVIEW HEIGHTS CITY SCHOOL DISTRICT 
JOB DESCRIPTION 

 
Title:  EARLY CHILDHOOD EDUCATION COORDINATOR (PRESCHOOL) File 104 
 
Reports to:  Assigned administrator/supervisor 
 
Job Objective:  Directs early childhood education programs. 
 
Minimum · Holds/maintains required Ohio Department of Education credentials. Ability to achieve program  
Qualifications:  objectives through enhancements based on evaluated data and research-based best practices. 
 · Ability to develop and implement clear pathways to successfully achieve program objectives. 
 · Acts according to the Licensure Code of Professional Conduct for Ohio Educators. 
 · Demonstrated leadership abilities and a willingness to take on challenging tasks. 
 · Embraces high-performance standards (e.g., engagement, proficiency, resilience, etc.). 
 · Maintains a record free of criminal violations that prohibit public school employment. 
 · Contract requires: Ohio Principal Evaluation System (OPES 2.0) and Ohio Teacher Evaluation 

System (OTES 2.0) credentialed evaluator status. 
  Preferred Attributes: Active listening, creative problem solving, and good time management skills. 
 
  Physical Demand Level1: Sedentary to light strength (occasionally lifting/carrying 11+ lbs.). Duties 

require communicating verbally, far/near visual acuity, fine/gross manipulation, reaching at or below 
shoulder height, standing/walking, and using a traditional keyboard. 

   1 Based on U.S. Department of Labor documentation of physical demand characteristics. 
 
  Note: Legally acceptable alternative qualifications, additional assignment-specific skills, and other 

physical demands deemed appropriate by the board may be delineated at the time of appointment. 
 
Essential  1. Manages a high-quality early childhood learning environment that enables students to 
Functions:  achieve academic, emotional, and social success. Implements innovative programming. 
 · Provides leadership for the advancement of best practices and academic standards. Implements 

initiatives that support continuous improvement in student participation and achievement. 
 · Serves as an active member of the administrative team and adviser to the superintendent. 
 · Administers early childhood programs in compliance with all State of Ohio licensing requirements. 
 · Prepares grant applications. Implements and documents program activities. 
 · Actively supervises and evaluates assigned personnel. Cultivates staff leadership skills. 
 · Works with staff to develop standards-based curriculum guides and high-quality courses of study. 
 · Prepares a master schedule (e.g., program calendar, room assignments, staffing, etc.). 
 · Encourages student participation. Monitors the accuracy of internal-external communications. 
 · Oversees enrollment/withdrawal procedures and the management of student files. 
 · Models teaching techniques. Helps staff improve pupil management and instructional skills (e.g., 

coaching, communities of practice, consultation, mentoring, etc.). 
 · Helps staff identify and use technology resources that complement teaching styles, enhance 

proficiency and build confidence. Develops training materials for self-directed learning activities. 
 · Helps manage testing programs. Establishes uniform procedures to ensure accurate recording and 

analysis of testing data. Identifies emerging student needs, relationships between interventions, 
achievements, and time forecasts for students to master expected skills. 

 · Identifies opportunities for staff to share timely tangible assessment data with parents/guardians. 
 · Helps students develop educational goals that are attainable, measurable, relevant, and specific. 
 · Guides staff in the use of assessment strategies to gauge student progress. Identifies performance 

gaps and trends. Helps prioritize core performance objectives. Helps staff identify specific 
techniques, interventions, and aligned resources best suited for each student. 

 · Advocates for students. Supports access to inclusive educational opportunities for all students. 
 · Uses positive behavioral interventions and supports to maintain discipline. Helps students acquire 

appropriate functional skills (e.g., communication, self-regulation, socialization, etc.). 
 · Maintains effective document and records management systems. Prepares timely files. Monitors 

reporting deadlines. Complies with district records retention and disposal policies. 
 · Analyzes key program performance indicators to align budget proposals with strategic district goals. 
 
  2. Diligently attends to job details. Pursues quality results. Performs all aspects of the job. 
 · Maintains respectful relationships with co-workers and supports a cohesive team effort. 
 · Wears work attire appropriate for the position. 
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 · Respects privacy. Ensures the veracity and security of confidential information. 
 · Sustains an acceptable attendance record. Consistently complies with established work schedules. 
 
  3. Maintains open/effective communications. Serves as a reliable information resource. 
 · Encourages relationships that enhance public support for the district. 
 · Helps the community understand district policy objectives and administrative procedures. 
 · Supports equality, diversity, and inclusion. Uses tact and diplomacy to resolve differences fairly. 
 
  4. Pursues opportunities to enhance job knowledge and skill proficiency. 
 · Keeps current with standards and practices associated with work duties. 
 · Updates skills as needed to use task-appropriate technology effectively. 
 
  5. Keeps current with emergency preparedness and response procedures. 
 · Complies with health and safety protocols to mitigate workplace risks. 
 · Protects district property. Takes precautions to prevent the loss of equipment and supplies. 
 · Takes action to address harassment or aggressive behavior. Complies with all legal statutes when 

dealing with discrimination, inappropriate behavior, or suspected child abuse/neglect. 
 
  6. Performs other specific job-related duties as directed. 
 · Implements district strategies to advance organizational goals. 
 
Performance  Employee performance is evaluated according to applicable law, board policies, contractual  
Evaluation:  agreements, and district administrative procedures. 
 
Working  The district offers equal employment opportunity without regard to age, color, disability, genetic 
Conditions:  information, military status, national origin, race, religion, sex (including gender identity, pregnancy, 

and sexual orientation), or any other legally protected category. 
 
  The district maintains a drug and alcohol-free work environment to prevent the adverse impact of 

substance abuse on employee performance and, to protect the rights of co-workers and the public. 
 
  Safety is essential to job performance. All employees are required to comply with workplace 

health/safety regulations and district policies when duties entail any of the following situations: 
 
   Encounters with aggressive, angry, rude, or unpleasant individuals. 
   Exposure to air-borne particulates, chemicals, combustible materials, electrical hazards, 
   loud noises, moving mechanical parts, odors, slippery/uneven surfaces, etc. 
   Exposure to blood-borne pathogens or contagious diseases. 
   Exposure to severe weather conditions or temperature extremes. 
   Movements that require balancing, bending, climbing, crouching, kneeling, or reaching. 
   Operating or riding in a vehicle. Working in or near vehicular traffic. 
   Performing tasks that require complex sequencing, dexterity, strength, stamina, etc. 
   Traveling to meetings and work assignments. 
   Working at heights, in confined spaces, or under diminished/variable lighting. 
 
  This job description document does not establish a contract or alter board-authorized employment 

agreements. Employee benefits, classifications, contract durations, skill sets, wage rates, and work 
schedules may vary by assignment. This summary document describes typical job functions and 
does not represent an exhaustive list of all possible work responsibilities. 

 
  Employee duties may change in response to collective bargaining agreements, funding variables, 

modified operating procedures, program/service adjustments, regulatory compliance, technological 
innovations, and unforeseen events. 
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BRECKSVILLE-BROADVIEW HEIGHTS CITY SCHOOL DISTRICT 
JOB DESCRIPTION 

 
Title:  HUMAN RESOURCES DIRECTOR File 105 
 
Reports to:  Superintendent 
 
Job Objective:  Directs human resource operations. 
 
Minimum · Holds/maintains required Ohio Department of Education credentials. 
Qualifications: · Human resource administration skills verified by training and relevant work experience. 
 · Acts according to the Licensure Code of Professional Conduct for Ohio Educators. 
 · Demonstrated leadership abilities and a willingness to take on challenging tasks. 
 · Embraces high-performance standards (e.g., engagement, proficiency, resilience, etc.). 
 · Maintains a record free of criminal violations that prohibit public school employment. 
  Preferred Attributes: Active listening, creative problem solving, and good time management skills. 
 
  Physical Demand Level1: Sedentary to light strength (occasionally lifting/carrying 11+ lbs.). Duties 

require communicating verbally, far/near visual acuity, fine/gross manipulation, reaching at or below 
shoulder height, standing/walking, and using a traditional keyboard. 

   1 Based on U.S. Department of Labor documentation of physical demand characteristics. 
 
  Note: Legally acceptable alternative qualifications, additional assignment-specific skills, and other 

physical demands deemed appropriate by the board may be delineated at the time of appointment. 
 
Essential  1. Directs human resource activities that include: recruiting, selection, classification, 
Functions:  compensation, benefits, employee services, regulatory compliance, recordkeeping, 

organizational development, labor/employee relations, training, etc. 
 · Serves as an active member of the administrative team and adviser to the superintendent. 
 · Manages program compliance with accreditation, contractual, legal, and regulatory requirements. 
 · Recruits highly qualified district staff. Cultivates staff leadership skills. 
 · Analyzes census and student enrollment data. Interprets emerging staffing needs. Posts open 

positions. Conducts job interviews and background investigations. Recommends appointments. 
 · Maintains a pool of qualified staff substitutes. 
 · Participates in bargaining unit negotiations and hearing/grievance processes. 
 · Helps formulate salary schedules, benefits, and terms/conditions of employment. 
 · Updates job descriptions and the employment section of the staff handbook. 
 · Administers continuing contracts, demotions, transfers, non-renewals, and termination processes. 
 · Works with the treasurer’s office to ensure employees are placed on the correct salary schedule. 
 · Coordinates regular labor/management committee meetings. 
 · Administers the district workers’ compensation program. 
 · Maintains effective document and records management systems. Prepares timely files. Monitors 

reporting deadlines. Complies with district records retention and disposal policies. 
 · Analyzes key program performance indicators to align budget proposals with strategic district goals. 
 
  2. Diligently attends to job details. Pursues quality results. Performs all aspects of the job. 
 · Maintains respectful relationships with co-workers and supports a cohesive team effort. 
 · Wears work attire appropriate for the position. 
 · Respects privacy. Ensures the veracity and security of confidential information. 
 · Sustains an acceptable attendance record. Consistently complies with established work schedules. 
 
  3. Maintains open/effective communications. Serves as a reliable information resource. 
 · Encourages relationships that enhance public support for the district. 
 · Helps the community understand district policy objectives and administrative procedures. 
 · Supports equality, diversity, and inclusion. Uses tact and diplomacy to resolve differences fairly. 
 
  4. Pursues opportunities to enhance job knowledge and skill proficiency. 
 · Keeps current with standards and practices associated with work duties. 
 · Updates skills as needed to use task-appropriate technology effectively. 
 
  5. Keeps current with emergency preparedness and response procedures. 
 · Complies with health and safety protocols to mitigate workplace risks. 
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 · Protects district property. Takes precautions to prevent the loss of equipment and supplies. 
 · Takes action to address harassment or aggressive behavior. Complies with all legal statutes when 

dealing with discrimination, inappropriate behavior, or suspected child abuse/neglect. 
 
  6. Performs other specific job-related duties as directed. 
 · Implements district strategies to advance organizational goals. 
 
Performance  Employee performance is evaluated according to applicable law, board policies, contractual  
Evaluation:  agreements, and district administrative procedures. 
 
Working  The district offers equal employment opportunity without regard to age, color, disability, genetic 
Conditions:  information, military status, national origin, race, religion, sex (including gender identity, pregnancy, 

and sexual orientation), or any other legally protected category. 
 
  The district maintains a drug and alcohol-free work environment to prevent the adverse impact of 

substance abuse on employee performance and, to protect the rights of co-workers and the public. 
 
  Safety is essential to job performance. All employees are required to comply with workplace 

health/safety regulations and district policies when duties entail any of the following situations: 
 
   Encounters with aggressive, angry, rude, or unpleasant individuals. 
   Exposure to air-borne particulates, chemicals, combustible materials, electrical hazards, 
   loud noises, moving mechanical parts, odors, slippery/uneven surfaces, etc. 
   Exposure to blood-borne pathogens or contagious diseases. 
   Exposure to severe weather conditions or temperature extremes. 
   Movements that require balancing, bending, climbing, crouching, kneeling, or reaching. 
   Operating or riding in a vehicle. Working in or near vehicular traffic. 
   Performing tasks that require complex sequencing, dexterity, strength, stamina, etc. 
   Traveling to meetings and work assignments. 
   Working at heights, in confined spaces, or under diminished/variable lighting. 
 
  This job description document does not establish a contract or alter board-authorized employment 

agreements. Employee benefits, classifications, contract durations, skill sets, wage rates, and work 
schedules may vary by assignment. This summary document describes typical job functions and 
does not represent an exhaustive list of all possible work responsibilities. 

 
  Employee duties may change in response to collective bargaining agreements, funding variables, 

modified operating procedures, program/service adjustments, regulatory compliance, technological 
innovations, and unforeseen events. 
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BRECKSVILLE-BROADVIEW HEIGHTS CITY SCHOOL DISTRICT 
JOB DESCRIPTION 

 
Title:  ASSISTANT PRINCIPAL File 106 
 
Reports to:  Principal 
 
Job Objective:  Serves as an assistant to the principal. 
 
Minimum · Holds/maintains required Ohio Department of Education credentials. Ability to achieve program  
Qualifications:  objectives through enhancements based on evaluated data and research-based best practices. 
 · Acts according to the Licensure Code of Professional Conduct for Ohio Educators. 
 · Available to work a non-traditional schedule and irregular hours when needed. 
 · Demonstrated leadership abilities and a willingness to take on challenging tasks. 
 · Embraces high-performance standards (e.g., engagement, proficiency, resilience, etc.). 
 · Maintains a record free of criminal violations that prohibit public school employment. 
 · Contract may require: Ohio Teacher Evaluation System (OTES 2.0) and Ohio School Counselor 

Evaluation System (OSCES) credentialed evaluator status. 
  Preferred Attributes: Active listening, creative problem solving, and good time management skills. 
 
  Physical Demand Level1: Sedentary to light strength (occasionally lifting/carrying 11+ lbs.). Duties 

require communicating verbally, far/near visual acuity, fine/gross manipulation, reaching at or below 
shoulder height, standing/walking, and using a traditional keyboard. 

   1 Based on U.S. Department of Labor documentation of physical demand characteristics. 
 
  Note: Legally acceptable alternative qualifications, additional assignment-specific skills, and other 

physical demands deemed appropriate by the board may be delineated at the time of appointment. 
 
Essential  1. Manages effective school operations. Provides for a clean, orderly, responsive, safe, and  
Functions:  supportive learning environment. Helps plan and implement innovative programming. 
 · Provides leadership for the advancement of best practices and academic standards. Implements 

initiatives that support continuous improvement in student participation and achievement. 
 · Serves as an active member of the administrative team and adviser to the superintendent. 
 · Manages program compliance with accreditation, contractual, legal, and regulatory requirements. 
 · Addresses issues that arise during the absence of the principal. 
 · Actively supervises and evaluates assigned personnel. Cultivates staff leadership skills. 
 · Works with staff to develop standards-based curriculum guides and high-quality courses of study. 
 · Provides high-quality staff development programs to improve pupil management and instructional 

skills (e.g., coaching, communities of practice, consultation, mentoring, etc.). 
 · Facilitates collaborative planning for staff meetings. Directs special project committees. 
 · Provides administrative direction to ensure orderly program activities (e.g., building access, 

custodial, instructional resources, office support, parking, security, etc.). 
 · Helps prepare a master schedule (e.g., program calendar, room assignments, staffing, etc.). 
 · Supports diverse extracurricular program opportunities for all students. 
 · Attends and/or supervises district activities outside the traditional school day as directed. 
 · Helps manage the revision/distribution of student-parent and teacher handbooks. 
 · Assists with enrollment/withdrawal procedures and the management of student files. 
 · Helps students develop educational goals that are attainable, measurable, relevant, and specific. 
 · Guides staff in the use of assessment strategies to gauge student progress. Identifies performance 

gaps and trends. Helps prioritize core performance objectives. Helps staff identify specific 
techniques, interventions, and aligned resources best suited for each student. 

 · Advocates for students. Supports access to inclusive educational opportunities for all students. 
 · Uses positive behavioral interventions and supports to maintain discipline. Helps students acquire 

appropriate functional skills (e.g., communication, self-regulation, socialization, etc.). 
 · Maintains effective document and records management systems. Prepares timely files. Monitors 

reporting deadlines. Complies with district records retention and disposal policies. 
 · Helps manage mandated testing programs. Maintains test security. Helps analyze test results. 
 · Analyzes key program performance indicators to align budget proposals with strategic district goals. 
 
  2. Diligently attends to job details. Pursues quality results. Performs all aspects of the job. 
 · Maintains respectful relationships with co-workers and supports a cohesive team effort. 
 · Wears work attire appropriate for the position. 
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 · Respects privacy. Ensures the veracity and security of confidential information. 
 · Sustains an acceptable attendance record. Consistently complies with established work schedules. 
 
  3. Maintains open/effective communications. Serves as a reliable information resource. 
 · Encourages relationships that enhance public support for the district. 
 · Helps the community understand district policy objectives and administrative procedures. 
 · Supports equality, diversity, and inclusion. Uses tact and diplomacy to resolve differences fairly. 
 
  4. Pursues opportunities to enhance job knowledge and skill proficiency. 
 · Keeps current with standards and practices associated with work duties. 
 · Updates skills as needed to use task-appropriate technology effectively. 
 
  5. Keeps current with emergency preparedness and response procedures. 
 · Complies with health and safety protocols to mitigate workplace risks. 
 · Protects district property. Takes precautions to prevent the loss of equipment and supplies. 
 · Takes action to address harassment or aggressive behavior. Complies with all legal statutes when 

dealing with discrimination, inappropriate behavior, or suspected child abuse/neglect. 
 
  6. Performs other specific job-related duties as directed. 
 · Implements district strategies to advance organizational goals. 
 
Performance  Employee performance is evaluated according to applicable law, board policies, contractual  
Evaluation:  agreements, and district administrative procedures. 
 
Working  The district offers equal employment opportunity without regard to age, color, disability, genetic 
Conditions:  information, military status, national origin, race, religion, sex (including gender identity, pregnancy, 

and sexual orientation), or any other legally protected category. 
 
  The district maintains a drug and alcohol-free work environment to prevent the adverse impact of 

substance abuse on employee performance and, to protect the rights of co-workers and the public. 
 
  Safety is essential to job performance. All employees are required to comply with workplace 

health/safety regulations and district policies when duties entail any of the following situations: 
 
   Encounters with aggressive, angry, rude, or unpleasant individuals. 
   Exposure to air-borne particulates, chemicals, combustible materials, electrical hazards, 
   loud noises, moving mechanical parts, odors, slippery/uneven surfaces, etc. 
   Exposure to blood-borne pathogens or contagious diseases. 
   Exposure to severe weather conditions or temperature extremes. 
   Movements that require balancing, bending, climbing, crouching, kneeling, or reaching. 
   Operating or riding in a vehicle. Working in or near vehicular traffic. 
   Performing tasks that require complex sequencing, dexterity, strength, stamina, etc. 
   Traveling to meetings and work assignments. 
   Working at heights, in confined spaces, or under diminished/variable lighting. 
 
  This job description document does not establish a contract or alter board-authorized employment 

agreements. Employee benefits, classifications, contract durations, skill sets, wage rates, and work 
schedules may vary by assignment. This summary document describes typical job functions and 
does not represent an exhaustive list of all possible work responsibilities. 

 
  Employee duties may change in response to collective bargaining agreements, funding variables, 

modified operating procedures, program/service adjustments, regulatory compliance, technological 
innovations, and unforeseen events. 
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BRECKSVILLE-BROADVIEW HEIGHTS CITY SCHOOL DISTRICT 
JOB DESCRIPTION 

 
Title:  ELEMENTARY SCHOOL PRINCIPAL File 107 
 
Reports to:  Superintendent 
 
Job Objective:  Serves as the school’s head administrator and instructional leader. 
 
Minimum · Holds/maintains required Ohio Department of Education credentials. Ability to develop and 
Qualifications:  implement clear pathways to successfully achieve program objectives. 
 · Acts according to the Licensure Code of Professional Conduct for Ohio Educators. 
 · Available to work a non-traditional schedule and irregular hours when needed. 
 · Demonstrated leadership abilities and a willingness to take on challenging tasks. 
 · Embraces high-performance standards (e.g., engagement, proficiency, resilience, etc.). 
 · Maintains a record free of criminal violations that prohibit public school employment. 
 · Contract may require: Ohio Teacher Evaluation System (OTES 2.0) and Ohio School Counselor 

Evaluation System (OSCES) credentialed evaluator status. 
  Preferred Attributes: Active listening, creative problem solving, and good time management skills. 
 
  Physical Demand Level1: Sedentary to light strength (occasionally lifting/carrying 11+ lbs.). Duties 

require communicating verbally, far/near visual acuity, fine/gross manipulation, reaching at or below 
shoulder height, standing/walking, and using a traditional keyboard. 

   1 Based on U.S. Department of Labor documentation of physical demand characteristics. 
 
  Note: Legally acceptable alternative qualifications, additional assignment-specific skills, and other 

physical demands deemed appropriate by the board may be delineated at the time of appointment. 
 
Essential  1. Manages effective school operations. Provides for a clean, orderly, responsive, safe, and  
Functions:  supportive learning environment. Implements innovative programming. 
 · Provides leadership for the advancement of best practices and academic standards. Implements 

initiatives that support continuous improvement in student participation and achievement. 
 · Serves as an active member of the administrative team and adviser to the superintendent. 
 · Manages program compliance with accreditation, contractual, legal, and regulatory requirements. 
 · Actively supervises and evaluates assigned personnel. Cultivates staff leadership skills. 
 · Works with staff to develop standards-based curriculum guides and high-quality courses of study. 
 · Provides high-quality staff development programs to improve pupil management and instructional 

skills (e.g., coaching, communities of practice, consultation, mentoring, etc.). 
 · Facilitates collaborative planning for staff meetings. Directs special project committees. 
 · Provides administrative direction to ensure orderly program activities (e.g., building access, 

custodial, instructional resources, office support, parking, security, etc.). 
 · Prepares a master schedule (e.g., program calendar, room assignments, staffing, etc.). 
 · Supports diverse extracurricular program opportunities for all students. 
 · Manages the revision/distribution of student-parent and teacher handbooks. 
 · Oversees enrollment/withdrawal procedures and the management of student files. 
 · Coordinates preschool and kindergarten screening programs. 
 · Helps students develop educational goals that are attainable, measurable, relevant, and specific. 
 · Guides staff in the use of assessment strategies to gauge student progress. Identifies performance 

gaps and trends. Helps prioritize core performance objectives. Helps staff identify specific 
techniques, interventions, and aligned resources best suited for each student. 

 · Advocates for students. Supports access to inclusive educational opportunities for all students. 
 · Uses positive behavioral interventions and supports to maintain discipline. Helps students acquire 

appropriate functional skills (e.g., communication, self-regulation, socialization, etc.). 
 · Maintains effective document and records management systems. Prepares timely files. Monitors 

reporting deadlines. Complies with district records retention and disposal policies. 
 · Manages mandated testing programs. Maintains test security. Helps analyze test results. 
 · Analyzes key program performance indicators to align budget proposals with strategic district goals. 
 
  2. Diligently attends to job details. Pursues quality results. Performs all aspects of the job. 
 · Maintains respectful relationships with co-workers and supports a cohesive team effort. 
 · Wears work attire appropriate for the position. 
 · Respects privacy. Ensures the veracity and security of confidential information. 
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 · Sustains an acceptable attendance record. Consistently complies with established work schedules. 
 
  3. Maintains open/effective communications. Serves as a reliable information resource. 
 · Encourages relationships that enhance public support for the district. 
 · Helps the community understand district policy objectives and administrative procedures. 
 · Supports equality, diversity, and inclusion. Uses tact and diplomacy to resolve differences fairly. 
 
  4. Pursues opportunities to enhance job knowledge and skill proficiency. 
 · Keeps current with standards and practices associated with work duties. 
 · Updates skills as needed to use task-appropriate technology effectively. 
 
  5. Keeps current with emergency preparedness and response procedures. 
 · Complies with health and safety protocols to mitigate workplace risks. 
 · Protects district property. Takes precautions to prevent the loss of equipment and supplies. 
 · Takes action to address harassment or aggressive behavior. Complies with all legal statutes when 

dealing with discrimination, inappropriate behavior, or suspected child abuse/neglect. 
 
  6. Performs other specific job-related duties as directed. 
 · Implements district strategies to advance organizational goals. 
 
Performance  Employee performance is evaluated according to applicable law, board policies, contractual  
Evaluation:  agreements, and district administrative procedures. 
 
Working  The district offers equal employment opportunity without regard to age, color, disability, genetic 
Conditions:  information, military status, national origin, race, religion, sex (including gender identity, pregnancy, 

and sexual orientation), or any other legally protected category. 
 
  The district maintains a drug and alcohol-free work environment to prevent the adverse impact of 

substance abuse on employee performance and, to protect the rights of co-workers and the public. 
 
  Safety is essential to job performance. All employees are required to comply with workplace 

health/safety regulations and district policies when duties entail any of the following situations: 
 
   Encounters with aggressive, angry, rude, or unpleasant individuals. 
   Exposure to air-borne particulates, chemicals, combustible materials, electrical hazards, 
   loud noises, moving mechanical parts, odors, slippery/uneven surfaces, etc. 
   Exposure to blood-borne pathogens or contagious diseases. 
   Exposure to severe weather conditions or temperature extremes. 
   Movements that require balancing, bending, climbing, crouching, kneeling, or reaching. 
   Operating or riding in a vehicle. Working in or near vehicular traffic. 
   Performing tasks that require complex sequencing, dexterity, strength, stamina, etc. 
   Traveling to meetings and work assignments. 
   Working at heights, in confined spaces, or under diminished/variable lighting. 
 
  This job description document does not establish a contract or alter board-authorized employment 

agreements. Employee benefits, classifications, contract durations, skill sets, wage rates, and work 
schedules may vary by assignment. This summary document describes typical job functions and 
does not represent an exhaustive list of all possible work responsibilities. 

 
  Employee duties may change in response to collective bargaining agreements, funding variables, 

modified operating procedures, program/service adjustments, regulatory compliance, technological 
innovations, and unforeseen events. 
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BRECKSVILLE-BROADVIEW HEIGHTS CITY SCHOOL DISTRICT 
JOB DESCRIPTION 

 
Title:  HIGH SCHOOL PRINCIPAL File 108 
 
Reports to:  Superintendent 
 
Job Objective:  Serves as the school’s head administrator and instructional leader. 
 
Minimum · Holds/maintains required Ohio Department of Education credentials. Ability to develop and 
Qualifications:  implement clear pathways to successfully achieve program objectives. 
 · Acts according to the Licensure Code of Professional Conduct for Ohio Educators. 
 · Available to work a non-traditional schedule and irregular hours when needed. 
 · Demonstrated leadership abilities and a willingness to take on challenging tasks. 
 · Embraces high-performance standards (e.g., engagement, proficiency, resilience, etc.). 
 · Maintains a record free of criminal violations that prohibit public school employment. 
 · Contract may require: Ohio Teacher Evaluation System (OTES 2.0) and Ohio School Counselor 

Evaluation System (OSCES) credentialed evaluator status. 
  Preferred Attributes: Active listening, creative problem solving, and good time management skills. 
 
  Physical Demand Level1: Sedentary to light strength (occasionally lifting/carrying 11+ lbs.). Duties 

require communicating verbally, far/near visual acuity, fine/gross manipulation, reaching at or below 
shoulder height, standing/walking, and using a traditional keyboard. 

   1 Based on U.S. Department of Labor documentation of physical demand characteristics. 
 
  Note: Legally acceptable alternative qualifications, additional assignment-specific skills, and other 

physical demands deemed appropriate by the board may be delineated at the time of appointment. 
 
Essential  1. Manages effective school operations. Provides for a clean, orderly, responsive, safe, and  
Functions:  supportive learning environment. Implements innovative programming. 
 · Provides leadership for the advancement of best practices and academic standards. Implements 

initiatives that support continuous improvement in student participation and achievement. 
 · Serves as an active member of the administrative team and adviser to the superintendent. 
 · Manages program compliance with accreditation, contractual, legal, and regulatory requirements. 
 · Actively supervises and evaluates assigned personnel. Cultivates staff leadership skills. 
 · Works with staff to develop standards-based curriculum guides and high-quality courses of study. 
 · Provides high-quality staff development programs to improve pupil management and instructional 

skills (e.g., coaching, communities of practice, consultation, mentoring, etc.). 
 · Facilitates collaborative planning for staff meetings. Directs special project committees. 
 · Provides administrative direction to ensure orderly program activities (e.g., building access, 

custodial, instructional resources, office support, parking, security, etc.). 
 · Prepares a master schedule (e.g., program calendar, room assignments, staffing, etc.). 
 · Supports diverse extracurricular program opportunities for all students. 
 · Oversees the interscholastic athletic program. Provides for district representation at athletic league 

meetings. Works with the staff to monitor student eligibility verification/medical records functions. 
 · Manages the revision/distribution of student-parent and teacher handbooks. 
 · Oversees enrollment/withdrawal procedures and the management of student files. 
 · Helps students develop educational goals that are attainable, measurable, relevant, and specific. 
 · Guides staff in the use of assessment strategies to gauge student progress. Identifies performance 

gaps and trends. Helps prioritize core performance objectives. Helps staff identify specific 
techniques, interventions, and aligned resources best suited for each student. 

 · Advocates for students. Supports access to inclusive educational opportunities for all students. 
 · Uses positive behavioral interventions and supports to maintain discipline. Helps students acquire 

appropriate functional skills (e.g., communication, self-regulation, socialization, etc.). 
 · Maintains effective document and records management systems. Prepares timely files. Monitors 

reporting deadlines. Complies with district records retention and disposal policies. 
 · Manages mandated testing programs. Maintains test security. Helps analyze test results. 
 · Analyzes key program performance indicators to align budget proposals with strategic district goals. 
 
  2. Diligently attends to job details. Pursues quality results. Performs all aspects of the job. 
 · Maintains respectful relationships with co-workers and supports a cohesive team effort. 
 · Wears work attire appropriate for the position. 
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 · Respects privacy. Ensures the veracity and security of confidential information. 
 · Sustains an acceptable attendance record. Consistently complies with established work schedules. 
 
  3. Maintains open/effective communications. Serves as a reliable information resource. 
 · Encourages relationships that enhance public support for the district. 
 · Helps the community understand district policy objectives and administrative procedures. 
 · Supports equality, diversity, and inclusion. Uses tact and diplomacy to resolve differences fairly. 
 
  4. Pursues opportunities to enhance job knowledge and skill proficiency. 
 · Keeps current with standards and practices associated with work duties. 
 · Updates skills as needed to use task-appropriate technology effectively. 
 
  5. Keeps current with emergency preparedness and response procedures. 
 · Complies with health and safety protocols to mitigate workplace risks. 
 · Protects district property. Takes precautions to prevent the loss of equipment and supplies. 
 · Takes action to address harassment or aggressive behavior. Complies with all legal statutes when 

dealing with discrimination, inappropriate behavior, or suspected child abuse/neglect. 
 
  6. Performs other specific job-related duties as directed. 
 · Implements district strategies to advance organizational goals. 
 
Performance  Employee performance is evaluated according to applicable law, board policies, contractual  
Evaluation:  agreements, and district administrative procedures. 
 
Working  The district offers equal employment opportunity without regard to age, color, disability, genetic 
Conditions:  information, military status, national origin, race, religion, sex (including gender identity, pregnancy, 

and sexual orientation), or any other legally protected category. 
 
  The district maintains a drug and alcohol-free work environment to prevent the adverse impact of 

substance abuse on employee performance and, to protect the rights of co-workers and the public. 
 
  Safety is essential to job performance. All employees are required to comply with workplace 

health/safety regulations and district policies when duties entail any of the following situations: 
 
   Encounters with aggressive, angry, rude, or unpleasant individuals. 
   Exposure to air-borne particulates, chemicals, combustible materials, electrical hazards, 
   loud noises, moving mechanical parts, odors, slippery/uneven surfaces, etc. 
   Exposure to blood-borne pathogens or contagious diseases. 
   Exposure to severe weather conditions or temperature extremes. 
   Movements that require balancing, bending, climbing, crouching, kneeling, or reaching. 
   Operating or riding in a vehicle. Working in or near vehicular traffic. 
   Performing tasks that require complex sequencing, dexterity, strength, stamina, etc. 
   Traveling to meetings and work assignments. 
   Working at heights, in confined spaces, or under diminished/variable lighting. 
 
  This job description document does not establish a contract or alter board-authorized employment 

agreements. Employee benefits, classifications, contract durations, skill sets, wage rates, and work 
schedules may vary by assignment. This summary document describes typical job functions and 
does not represent an exhaustive list of all possible work responsibilities. 

 
  Employee duties may change in response to collective bargaining agreements, funding variables, 

modified operating procedures, program/service adjustments, regulatory compliance, technological 
innovations, and unforeseen events. 

 
  © 2022 All Rights Reserved  



BRECKSVILLE-BROADVIEW HEIGHTS CITY SCHOOL DISTRICT 
JOB DESCRIPTION 

 
Title:  MIDDLE SCHOOL PRINCIPAL File 109 
 
Reports to:  Superintendent 
 
Job Objective:  Serves as the school’s head administrator and instructional leader. 
 
Minimum · Holds/maintains required Ohio Department of Education credentials. Ability to develop and 
Qualifications:  implement clear pathways to successfully achieve program objectives. 
 · Acts according to the Licensure Code of Professional Conduct for Ohio Educators. 
 · Available to work a non-traditional schedule and irregular hours when needed. 
 · Demonstrated leadership abilities and a willingness to take on challenging tasks. 
 · Embraces high-performance standards (e.g., engagement, proficiency, resilience, etc.). 
 · Maintains a record free of criminal violations that prohibit public school employment. 
 · Contract may require: Ohio Teacher Evaluation System (OTES 2.0) and Ohio School Counselor 

Evaluation System (OSCES) credentialed evaluator status. 
  Preferred Attributes: Active listening, creative problem solving, and good time management skills. 
 
  Physical Demand Level1: Sedentary to light strength (occasionally lifting/carrying 11+ lbs.). Duties 

require communicating verbally, far/near visual acuity, fine/gross manipulation, reaching at or below 
shoulder height, standing/walking, and using a traditional keyboard. 

   1 Based on U.S. Department of Labor documentation of physical demand characteristics. 
 
  Note: Legally acceptable alternative qualifications, additional assignment-specific skills, and other 

physical demands deemed appropriate by the board may be delineated at the time of appointment. 
 
Essential  1. Manages effective school operations. Provides for a clean, orderly, responsive, safe, and  
Functions:  supportive learning environment. Implements innovative programming. 
 · Provides leadership for the advancement of best practices and academic standards. Implements 

initiatives that support continuous improvement in student participation and achievement. 
 · Serves as an active member of the administrative team and adviser to the superintendent. 
 · Manages program compliance with accreditation, contractual, legal, and regulatory requirements. 
 · Actively supervises and evaluates assigned personnel. Cultivates staff leadership skills. 
 · Works with staff to develop standards-based curriculum guides and high-quality courses of study. 
 · Provides high-quality staff development programs to improve pupil management and instructional 

skills (e.g., coaching, communities of practice, consultation, mentoring, etc.). 
 · Facilitates collaborative planning for staff meetings. Directs special project committees. 
 · Provides administrative direction to ensure orderly program activities (e.g., building access, 

custodial, instructional resources, office support, parking, security, etc.). 
 · Prepares a master schedule (e.g., program calendar, room assignments, staffing, etc.). 
 · Supports diverse extracurricular program opportunities for all students. 
 · Manages the revision/distribution of student-parent and teacher handbooks. 
 · Oversees enrollment/withdrawal procedures and the management of student files. 
 · Helps students develop educational goals that are attainable, measurable, relevant, and specific. 
 · Guides staff in the use of assessment strategies to gauge student progress. Identifies performance 

gaps and trends. Helps prioritize core performance objectives. Helps staff identify specific 
techniques, interventions, and aligned resources best suited for each student. 

 · Advocates for students. Supports access to inclusive educational opportunities for all students. 
 · Uses positive behavioral interventions and supports to maintain discipline. Helps students acquire 

appropriate functional skills (e.g., communication, self-regulation, socialization, etc.). 
 · Maintains effective document and records management systems. Prepares timely files. Monitors 

reporting deadlines. Complies with district records retention and disposal policies. 
 · Manages mandated testing programs. Maintains test security. Helps analyze test results. 
 · Analyzes key program performance indicators to align budget proposals with strategic district goals. 
 
  2. Diligently attends to job details. Pursues quality results. Performs all aspects of the job. 
 · Maintains respectful relationships with co-workers and supports a cohesive team effort. 
 · Wears work attire appropriate for the position. 
 · Respects privacy. Ensures the veracity and security of confidential information. 
 · Sustains an acceptable attendance record. Consistently complies with established work schedules. 
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  3. Maintains open/effective communications. Serves as a reliable information resource. 
 · Encourages relationships that enhance public support for the district. 
 · Helps the community understand district policy objectives and administrative procedures. 
 · Supports equality, diversity, and inclusion. Uses tact and diplomacy to resolve differences fairly. 
 
  4. Pursues opportunities to enhance job knowledge and skill proficiency. 
 · Keeps current with standards and practices associated with work duties. 
 · Updates skills as needed to use task-appropriate technology effectively. 
 
  5. Keeps current with emergency preparedness and response procedures. 
 · Complies with health and safety protocols to mitigate workplace risks. 
 · Protects district property. Takes precautions to prevent the loss of equipment and supplies. 
 · Takes action to address harassment or aggressive behavior. Complies with all legal statutes when 

dealing with discrimination, inappropriate behavior, or suspected child abuse/neglect. 
 
  6. Performs other specific job-related duties as directed. 
 · Implements district strategies to advance organizational goals. 
 
Performance  Employee performance is evaluated according to applicable law, board policies, contractual  
Evaluation:  agreements, and district administrative procedures. 
 
Working  The district offers equal employment opportunity without regard to age, color, disability, genetic 
Conditions:  information, military status, national origin, race, religion, sex (including gender identity, pregnancy, 

and sexual orientation), or any other legally protected category. 
 
  The district maintains a drug and alcohol-free work environment to prevent the adverse impact of 

substance abuse on employee performance and, to protect the rights of co-workers and the public. 
 
  Safety is essential to job performance. All employees are required to comply with workplace 

health/safety regulations and district policies when duties entail any of the following situations: 
 
   Encounters with aggressive, angry, rude, or unpleasant individuals. 
   Exposure to air-borne particulates, chemicals, combustible materials, electrical hazards, 
   loud noises, moving mechanical parts, odors, slippery/uneven surfaces, etc. 
   Exposure to blood-borne pathogens or contagious diseases. 
   Exposure to severe weather conditions or temperature extremes. 
   Movements that require balancing, bending, climbing, crouching, kneeling, or reaching. 
   Operating or riding in a vehicle. Working in or near vehicular traffic. 
   Performing tasks that require complex sequencing, dexterity, strength, stamina, etc. 
   Traveling to meetings and work assignments. 
   Working at heights, in confined spaces, or under diminished/variable lighting. 
 
  This job description document does not establish a contract or alter board-authorized employment 

agreements. Employee benefits, classifications, contract durations, skill sets, wage rates, and work 
schedules may vary by assignment. This summary document describes typical job functions and 
does not represent an exhaustive list of all possible work responsibilities. 

 
  Employee duties may change in response to collective bargaining agreements, funding variables, 

modified operating procedures, program/service adjustments, regulatory compliance, technological 
innovations, and unforeseen events. 

 
  © 2022 All Rights Reserved  



BRECKSVILLE-BROADVIEW HEIGHTS CITY SCHOOL DISTRICT 
JOB DESCRIPTION 

 
Title:  PUPIL SERVICES DIRECTOR File 110 
 
Reports to:  Superintendent 
 
Job Objective:  Directs the provision of pupil services. 
 
Minimum · Holds/maintains required Ohio Department of Education credentials. Ability to achieve program  
Qualifications:  objectives through enhancements based on evaluated data and research-based best practices. 
 · Ability to develop and implement clear pathways to successfully achieve program objectives. 
 · Acts according to the Licensure Code of Professional Conduct for Ohio Educators. 
 · Demonstrated leadership abilities and a willingness to take on challenging tasks. 
 · Embraces high-performance standards (e.g., engagement, proficiency, resilience, etc.). 
 · Maintains a record free of criminal violations that prohibit public school employment. 
 · Contract may require: Ohio Principal Evaluation System (OPES 2.0) and Ohio Teacher Evaluation 

System (OTES 2.0) credentialed evaluator status. 
  Preferred Attributes: Active listening, creative problem solving, and good time management skills. 
 
  Physical Demand Level1: Sedentary to light strength (occasionally lifting/carrying 11+ lbs.). Duties 

require communicating verbally, far/near visual acuity, fine/gross manipulation, reaching at or below 
shoulder height, standing/walking, and using a traditional keyboard. 

   1 Based on U.S. Department of Labor documentation of physical demand characteristics. 
 
  Note: Legally acceptable alternative qualifications, additional assignment-specific skills, and other 

physical demands deemed appropriate by the board may be delineated at the time of appointment. 
 
Essential  1. Directs pupil services (e.g., attendance, discipline, dropout prevention, counseling, 
Functions:  school health, home instruction, special education, transition/career planning, etc.). 
 · Provides leadership for the advancement of best practices and academic standards. Implements 

initiatives that support continuous improvement in student participation and achievement. 
 · Serves as an active member of the administrative team and adviser to the superintendent. 
 · Manages assigned state/federal grants and special funding programs. Coordinates grant 

application, program implementation, monitoring, evaluation, and reporting processes. 
 · Manages program compliance with accreditation, contractual, legal, and regulatory requirements. 
 · Actively supervises and evaluates assigned personnel. Cultivates staff leadership skills. 
 · Works with staff to develop standards-based curriculum guides and high-quality courses of study. 
 · Coordinates Child Find and preschool/kindergarten screening programs. 
 · Coordinates Individual Education Plans (IEPs) and Section 504 development/review processes. 
 · Facilitates student placements in alternative and out-of-district programs. 
 · Helps students develop educational goals that are attainable, measurable, relevant, and specific. 
 · Guides staff in the use of assessment strategies to gauge student progress. Identifies performance 

gaps and trends. Helps prioritize core performance objectives. Helps staff identify specific 
techniques, interventions, and aligned resources best suited for each student. 

 · Advocates for students. Supports access to inclusive educational opportunities for all students. 
 · Uses positive behavioral interventions and supports to maintain discipline. Helps students acquire 

appropriate functional skills (e.g., communication, self-regulation, socialization, etc.). 
 · Maintains effective document and records management systems. Prepares timely files. Monitors 

reporting deadlines. Complies with district records retention and disposal policies. 
 · Manages mandated testing programs. Maintains test security. Helps analyze test results. 
 · Analyzes key program performance indicators to align budget proposals with strategic district goals. 
 
  2. Diligently attends to job details. Pursues quality results. Performs all aspects of the job. 
 · Maintains respectful relationships with co-workers and supports a cohesive team effort. 
 · Wears work attire appropriate for the position. 
 · Respects privacy. Ensures the veracity and security of confidential information. 
 · Sustains an acceptable attendance record. Consistently complies with established work schedules. 
 
  3. Maintains open/effective communications. Serves as a reliable information resource. 
 · Encourages relationships that enhance public support for the district. 
 · Helps the community understand district policy objectives and administrative procedures. 
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 · Supports equality, diversity, and inclusion. Uses tact and diplomacy to resolve differences fairly. 
 
  4. Pursues opportunities to enhance job knowledge and skill proficiency. 
 · Keeps current with standards and practices associated with work duties. 
 · Updates skills as needed to use task-appropriate technology effectively. 
 
  5. Keeps current with emergency preparedness and response procedures. 
 · Complies with health and safety protocols to mitigate workplace risks. 
 · Protects district property. Takes precautions to prevent the loss of equipment and supplies. 
 · Takes action to address harassment or aggressive behavior. Complies with all legal statutes when 

dealing with discrimination, inappropriate behavior, or suspected child abuse/neglect. 
 
  6. Performs other specific job-related duties as directed. 
 · Implements district strategies to advance organizational goals. 
 
Performance  Employee performance is evaluated according to applicable law, board policies, contractual  
Evaluation:  agreements, and district administrative procedures. 
 
Working  The district offers equal employment opportunity without regard to age, color, disability, genetic 
Conditions:  information, military status, national origin, race, religion, sex (including gender identity, pregnancy, 

and sexual orientation), or any other legally protected category. 
 
  The district maintains a drug and alcohol-free work environment to prevent the adverse impact of 

substance abuse on employee performance and, to protect the rights of co-workers and the public. 
 
  Safety is essential to job performance. All employees are required to comply with workplace 

health/safety regulations and district policies when duties entail any of the following situations: 
 
   Encounters with aggressive, angry, rude, or unpleasant individuals. 
   Exposure to air-borne particulates, chemicals, combustible materials, electrical hazards, 
   loud noises, moving mechanical parts, odors, slippery/uneven surfaces, etc. 
   Exposure to blood-borne pathogens or contagious diseases. 
   Exposure to severe weather conditions or temperature extremes. 
   Movements that require balancing, bending, climbing, crouching, kneeling, or reaching. 
   Operating or riding in a vehicle. Working in or near vehicular traffic. 
   Performing tasks that require complex sequencing, dexterity, strength, stamina, etc. 
   Traveling to meetings and work assignments. 
   Working at heights, in confined spaces, or under diminished/variable lighting. 
 
  This job description document does not establish a contract or alter board-authorized employment 

agreements. Employee benefits, classifications, contract durations, skill sets, wage rates, and work 
schedules may vary by assignment. This summary document describes typical job functions and 
does not represent an exhaustive list of all possible work responsibilities. 

 
  Employee duties may change in response to collective bargaining agreements, funding variables, 

modified operating procedures, program/service adjustments, regulatory compliance, technological 
innovations, and unforeseen events. 

 
  © 2022 All Rights Reserved  



BRECKSVILLE-BROADVIEW HEIGHTS CITY SCHOOL DISTRICT 
JOB DESCRIPTION 

 
Title:  TECHNOLOGY HARDWARE/NETWORK ADMINISTRATOR File 111 
 
Reports to:  Assigned administrator/supervisor 
 
Job Objective:  Manages computer networks, data, and telecommunication systems. 
 
Minimum · Bachelor’s degree or equivalent training and relevant work experience in a technology-related field  
Qualifications:  that meets district and Ohio Department of Education requirements. Comprehensive knowledge of 

technology applications and best practices in a K-12 academic environment. 
 · Ability to develop and implement clear pathways to successfully achieve program objectives. 
 · Ability to troubleshoot and maintain state-of-the-art technology equipment. 
 · Acts according to the Licensure Code of Professional Conduct for Ohio Educators. 
 · Demonstrated leadership abilities and a willingness to take on challenging tasks. 
 · Embraces high-performance standards (e.g., engagement, proficiency, resilience, etc.). 
 · Maintains a record free of criminal violations that prohibit public school employment. 
  Preferred Attributes: Active listening, creative problem solving, and good time management skills. 
 
  Physical Demand Level1: Light to medium strength (frequently lifting/carrying 11 to 25 lbs.). Duties 

require communicating verbally, crouching, far/near visual acuity, fine/gross manipulation, reaching 
at or below shoulder height, standing, stooping, standing, and using a traditional keyboard. 

   1 Based on U.S. Department of Labor documentation of physical demand characteristics. 
 
  Note: Legally acceptable alternative qualifications, additional assignment-specific skills, and other 

physical demands deemed appropriate by the board may be delineated at the time of appointment. 
 
Essential  1. Manages technology hardware and day-to-day network operations. Plans, installs, 
Functions:  optimizes, and supports computer systems that include local area networks (LANs), wide 

area networks (WANs), network segments, intranets, data communication systems, and 
telecommunication services. 

 · Serves as an active member of the administrative team and adviser to the superintendent. 
   Helps prepare the technology component of the district’s comprehensive strategic plan. 
 · Manages program compliance with accreditation, contractual, legal, and regulatory requirements. 
 · Actively supervises and evaluates assigned personnel. Cultivates staff leadership skills. 
 · Participates in district technology resource audits. Helps maintain an inventory database. 
 · Requisitions supplies. Investigates products, services, and costs (e.g., on-time delivery, order 

fulfillment accuracy, quality standards, technical support, etc.).  Negotiates volume discounts/long-
term contracts. Maintains procurement records. 

 · Explores cloud-based and out-sources service contracts. Recommends advantageous contracts. 
 · Uses technical and physical skills in capacity planning, hardware/software support, inspection, 

installation, configuring, compatibility testing, operation, repair, security, system backup, traffic 
monitoring, upgrading, and user-training for computer and networks/data systems. 

 · Designs and upgrades wired/wireless networks. Oversees the installation/maintenance of network 
connections (e.g., servers, hubs, routers, voice/data switches, video feeds, wiring, etc.). 

 · Maintains an effective configuration management system. Sets up local/wide area networks, 
terminal services, Wi-Fi networks, and file servers (e.g., users, space allocations, backups, etc.). 

 · Prepares support documentation (e.g., date installed, equipment serial numbers, location, 
maintenance agreements, service records, upgrades, warranties, wiring schematics, etc.). 

 · Plans and implements disaster recovery and business continuity procedures. 
 · Develops guidelines that promote the safe and responsible use of technology resources. 
   Troubleshoots and resolves basic software, hardware, and connectivity problems. 
 · Helps end-users improve proficiency with technology resources. 
 · Provides application-specific support (e.g., databases, file retrieval/recovery, mailing lists, password 

modifications, spreadsheets, system backup procedures, word processing, etc.). 
 · Upholds user policies/privileges. Disables accounts/associated files as needed to ensure security. 
 · Maintains effective document and records management systems. Prepares timely files. Monitors 

reporting deadlines. Complies with district records retention and disposal policies. 
 · Analyzes key program performance indicators to align budget proposals with strategic district goals. 
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  2. Diligently attends to job details. Pursues quality results. Performs all aspects of the job. 
 · Maintains respectful relationships with co-workers and supports a cohesive team effort. 
 · Wears work attire appropriate for the position. 
 · Respects privacy. Ensures the veracity and security of confidential information. 
 · Sustains an acceptable attendance record. Consistently complies with established work schedules. 
 
  3. Maintains open/effective communications. Serves as a reliable information resource. 
 · Encourages relationships that enhance public support for the district. 
 · Helps the community understand district policy objectives and administrative procedures. 
 · Supports equality, diversity, and inclusion. Uses tact and diplomacy to resolve differences fairly. 
 
  4. Pursues opportunities to enhance job knowledge and skill proficiency. 
 · Keeps current with standards and practices associated with work duties. 
 · Updates skills as needed to use task-appropriate technology effectively. 
 
  5. Keeps current with emergency preparedness and response procedures. 
 · Complies with health and safety protocols to mitigate workplace risks. 
 · Protects district property. Takes precautions to prevent the loss of equipment and supplies. 
 · Takes action to address harassment or aggressive behavior. Complies with all legal statutes when 

dealing with discrimination, inappropriate behavior, or suspected child abuse/neglect. 
 
  6. Performs other specific job-related duties as directed. 
 · Implements district strategies to advance organizational goals. 
 
Performance  Employee performance is evaluated according to applicable law, board policies, contractual  
Evaluation:  agreements, and district administrative procedures. 
 
Working  The district offers equal employment opportunity without regard to age, color, disability, genetic 
Conditions:  information, military status, national origin, race, religion, sex (including gender identity, pregnancy, 

and sexual orientation), or any other legally protected category. 
 
  The district maintains a drug and alcohol-free work environment to prevent the adverse impact of 

substance abuse on employee performance and, to protect the rights of co-workers and the public. 
 
  Safety is essential to job performance. All employees are required to comply with workplace 

health/safety regulations and district policies when duties entail any of the following situations: 
 
   Encounters with aggressive, angry, rude, or unpleasant individuals. 
   Exposure to air-borne particulates, chemicals, combustible materials, electrical hazards, 
   loud noises, moving mechanical parts, odors, slippery/uneven surfaces, etc. 
   Exposure to blood-borne pathogens or contagious diseases. 
   Exposure to severe weather conditions or temperature extremes. 
   Movements that require balancing, bending, climbing, crouching, kneeling, or reaching. 
   Operating or riding in a vehicle. Working in or near vehicular traffic. 
   Performing tasks that require complex sequencing, dexterity, strength, stamina, etc. 
   Traveling to meetings and work assignments. 
   Working at heights, in confined spaces, or under diminished/variable lighting. 
 
  This job description document does not establish a contract or alter board-authorized employment 

agreements. Employee benefits, classifications, contract durations, skill sets, wage rates, and work 
schedules may vary by assignment. This summary document describes typical job functions and 
does not represent an exhaustive list of all possible work responsibilities. 

 
  Employee duties may change in response to collective bargaining agreements, funding variables, 

modified operating procedures, program/service adjustments, regulatory compliance, technological 
innovations, and unforeseen events. 
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BRECKSVILLE-BROADVIEW HEIGHTS CITY SCHOOL DISTRICT 
JOB DESCRIPTION 

 
Title:  ACCOUNTS PAYABLE/RECEIVABLE SPECIALIST File 201 
 
Reports to:  Treasurer/CFO and/or assigned supervisor 
 
Job Objective:  Processes payable/receivable transactions. 
 
Minimum · High school diploma or GED. Bookkeeping and data processing skills verified by training or work 
Qualifications: · experience. Comprehensive knowledge of governmental accounting standards, state accounting 

software, and third-party financial service providers. Meets prerequisite qualifications to be bonded. 
 · Embraces high-performance standards (e.g., engagement, proficiency, resilience, etc.). 
 · Maintains a record free of criminal violations that prohibit public school employment. 
  Preferred Attributes: Approachable, conscientious, and self-assured. 
 
  Physical Demand Level1: Sedentary strength (seldom lifting/carrying more than 11 lbs.). Duties 

require communicating verbally, far/near visual acuity, fine/gross manipulation, reaching at or below 
shoulder height, standing, and using a traditional keyboard. 

   1 Based on U.S. Department of Labor documentation of physical demand characteristics. 
 
  Note: Legally acceptable alternative qualifications, additional assignment-specific skills, and other 

physical demands deemed appropriate by the board may be delineated at the time of appointment. 
 
Essential  1. Performs accounts payable/receivable, data entry, and accounting functions. 
Functions:  · Identifies work priorities to focus on tasks that require immediate attention. 
 · Assists office visitors. Answers routine questions or directs inquiries to appropriate staff. 
 · Answers/directs telephone calls. Prepares detailed messages when employees are not available. 
 · Sorts and distributes mail. Prepares photocopies. Collates printed materials. 
 · Establishes a complete audit trail for each financial transaction. 
 · Prepares/processes account payable warrant checks. 
 · Maintains a transaction/account balance ledger. 
 · Prepares/distributes 1099 tax forms. 
 · Trains staff in Procurement Card (P-Card) procedures. Reconciles account statements. 
 · Processes reimbursement requests. Investigates unsubstantiated charges. Distributes checks. 
 · Processes rental contracts/invoices. Records payments. 
 · Posts daily receipts, expenditures, and investment transactions. 
 · Processes forms for special education reimbursements. 
 · Maintains student activity accounts and building-fund records. 
 · Pursues the collection of delinquent accounts. 
 · Provides backup support for other department staff. Assists with special projects as directed. 
 · Maintains effective document and records management systems. Prepares timely files. Monitors 

reporting deadlines. Complies with district records retention and disposal policies. 
 
  2. Diligently attends to job details. Pursues quality results. Performs all aspects of the job. 
 · Maintains respectful relationships with co-workers and supports a cohesive team effort. 
 · Wears work attire appropriate for the position. 
 · Respects privacy. Ensures the veracity and security of confidential information. 
 · Sustains an acceptable attendance record. Consistently complies with established work schedules. 
 
  3. Maintains open/effective communications. Serves as a reliable information resource. 
 · Encourages relationships that enhance public support for the district. 
 · Refers administrative procedure and district policy questions to an appropriate administrator. 
 · Supports equality, diversity, and inclusion. Uses tact and diplomacy to resolve differences fairly. 
 
  4. Pursues opportunities to enhance job knowledge and skill proficiency. 
 · Keeps current with standards and practices associated with work duties. 
 · Updates skills as needed to use task-appropriate technology effectively. 
 
  5. Keeps current with emergency preparedness and response procedures. 
 · Complies with health and safety protocols to mitigate workplace risks. 
 · Protects district property. Takes precautions to prevent the loss of equipment and supplies. 
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 · Takes action to address harassment or aggressive behavior. Complies with all legal statutes when 

dealing with discrimination, inappropriate behavior, or suspected child abuse/neglect. 
 
  6. Performs other specific job-related duties as directed. 
 · Helps implement district strategies to advance organizational goals. 
 
Performance  Employee performance is evaluated according to applicable law, board policies, contractual  
Evaluation:  agreements, and district administrative procedures. 
 
Working  The district offers equal employment opportunity without regard to age, color, disability, genetic 
Conditions:  information, military status, national origin, race, religion, sex (including gender identity, pregnancy, 

and sexual orientation), or any other legally protected category. 
 
  The district maintains a drug and alcohol-free work environment to prevent the adverse impact of 

substance abuse on employee performance and, to protect the rights of co-workers and the public. 
 
  Safety is essential to job performance. All employees are required to comply with workplace 

health/safety regulations and district policies when duties entail any of the following situations: 
 
   Encounters with aggressive, angry, rude, or unpleasant individuals. 
   Exposure to air-borne particulates, chemicals, combustible materials, electrical hazards, 
   loud noises, moving mechanical parts, odors, slippery/uneven surfaces, etc. 
   Exposure to blood-borne pathogens or contagious diseases. 
   Exposure to severe weather conditions or temperature extremes. 
   Movements that require balancing, bending, climbing, crouching, kneeling, or reaching. 
   Operating or riding in a vehicle. Working in or near vehicular traffic. 
   Performing tasks that require complex sequencing, dexterity, strength, stamina, etc. 
   Traveling to meetings and work assignments. 
   Working at heights, in confined spaces, or under diminished/variable lighting. 
 
  This job description document does not establish a contract or alter board-authorized employment 

agreements. Employee benefits, classifications, contract durations, skill sets, wage rates, and work 
schedules may vary by assignment. This summary document describes typical job functions and 
does not represent an exhaustive list of all possible work responsibilities. 

 
  Employee duties may change in response to collective bargaining agreements, funding variables, 

modified operating procedures, program/service adjustments, regulatory compliance, technological 
innovations, and unforeseen events. 

 
  © 2022 All Rights Reserved  



BRECKSVILLE-BROADVIEW HEIGHTS CITY SCHOOL DISTRICT 
JOB DESCRIPTION 

 
Title:  PAYROLL/BENEFITS SPECIALIST File 202 
 
Reports to:  Treasurer/CFO and/or assigned supervisor 
 
Job Objective:  Processes payroll and benefits transactions. 
 
Minimum · High school diploma or GED. Data processing skills verified by training or work experience. 
Qualifications: · Comprehensive knowledge of governmental accounting standards, state accounting software, and 

third-party financial service providers. Meets prerequisite qualifications to be bonded. 
 · Embraces high-performance standards (e.g., engagement, proficiency, resilience, etc.). 
 · Maintains a record free of criminal violations that prohibit public school employment. 
  Preferred Attributes: Approachable, conscientious, and self-assured. 
 
  Physical Demand Level1: Sedentary strength (seldom lifting/carrying more than 11 lbs.). Duties 

require communicating verbally, far/near visual acuity, fine/gross manipulation, reaching at or below 
shoulder height, standing, and using a traditional keyboard. 

   1 Based on U.S. Department of Labor documentation of physical demand characteristics. 
 
  Note: Legally acceptable alternative qualifications, additional assignment-specific skills, and other 

physical demands deemed appropriate by the board may be delineated at the time of appointment. 
 
Essential  1. Performs payroll/benefits, data entry, and accounting functions. 
Functions: · Identifies work priorities to focus on tasks that require immediate attention. 
 · Assists office visitors. Answers routine questions or directs inquiries to appropriate staff. 
 · Answers/directs telephone calls. Prepares detailed messages when employees are not available. 
 · Sorts and distributes mail. Prepares photocopies. Collates printed materials. 
 · Establishes a complete audit trail for each financial transaction. 
 · Distributes employee benefits notices and contracts. Processes enrollment forms. 
 · Collects/maintains employee authorization forms for discretionary salary deductions. 
 · Processes payroll and benefit payments in compliance with local, state, and federal requirements. 

Verifies employees are placed on the correct salary schedule level. 
 · Confirms timesheets. Calculates gross wages. Processes payrolls. Reconciles payroll records. 
 · Processes associated payroll liabilities (e.g., insurance premiums, retirement deposits, taxes, etc.). 
 · Distributes paychecks/deposit confirmations forms. 
 · Completes payroll reports and tax payments by required deadlines. 
 · Maintains monthly, quarterly, and annual payroll reports. Prepares W-2 forms. 
 · Works with human resource staff to ensure the continuity of employment records (e.g., hiring, 

leave, termination, wages, workers compensation, etc.). 
 · Maintains employee health insurance and COBRA files. Processes enrollment forms. 
 · Monitors the electronic database for absences. 
 · Maintains medical, disability, personal/family leave, and vacation records. 
 · Processes unemployment and worker compensation reports. 
 · Maintains retirement records. Processes termination and retirement forms. 
 · Provides backup support for other department staff. Assists with special projects as directed. 
 · Maintains effective document and records management systems. Prepares timely files. Monitors 

reporting deadlines. Complies with district records retention and disposal policies. 
 
  2. Diligently attends to job details. Pursues quality results. Performs all aspects of the job. 
 · Maintains respectful relationships with co-workers and supports a cohesive team effort. 
 · Wears work attire appropriate for the position. 
 · Respects privacy. Ensures the veracity and security of confidential information. 
 · Sustains an acceptable attendance record. Consistently complies with established work schedules. 
 
  3. Maintains open/effective communications. Serves as a reliable information resource. 
 · Encourages relationships that enhance public support for the district. 
 · Refers administrative procedure and district policy questions to an appropriate administrator. 
 · Supports equality, diversity, and inclusion. Uses tact and diplomacy to resolve differences fairly. 
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  4. Pursues opportunities to enhance job knowledge and skill proficiency. 
 · Keeps current with standards and practices associated with work duties. 
 · Updates skills as needed to use task-appropriate technology effectively. 
 
  5. Keeps current with emergency preparedness and response procedures. 
 · Complies with health and safety protocols to mitigate workplace risks. 
 · Protects district property. Takes precautions to prevent the loss of equipment and supplies. 
 · Takes action to address harassment or aggressive behavior. Complies with all legal statutes when 

dealing with discrimination, inappropriate behavior, or suspected child abuse/neglect. 
 
  6. Performs other specific job-related duties as directed. 
 · Helps implement district strategies to advance organizational goals. 
 
Performance  Employee performance is evaluated according to applicable law, board policies, contractual  
Evaluation:  agreements, and district administrative procedures. 
 
Working  The district offers equal employment opportunity without regard to age, color, disability, genetic 
Conditions:  information, military status, national origin, race, religion, sex (including gender identity, pregnancy, 

and sexual orientation), or any other legally protected category. 
 
  The district maintains a drug and alcohol-free work environment to prevent the adverse impact of 

substance abuse on employee performance and, to protect the rights of co-workers and the public. 
 
  Safety is essential to job performance. All employees are required to comply with workplace 

health/safety regulations and district policies when duties entail any of the following situations: 
 
   Encounters with aggressive, angry, rude, or unpleasant individuals. 
   Exposure to air-borne particulates, chemicals, combustible materials, electrical hazards, 
   loud noises, moving mechanical parts, odors, slippery/uneven surfaces, etc. 
   Exposure to blood-borne pathogens or contagious diseases. 
   Exposure to severe weather conditions or temperature extremes. 
   Movements that require balancing, bending, climbing, crouching, kneeling, or reaching. 
   Operating or riding in a vehicle. Working in or near vehicular traffic. 
   Performing tasks that require complex sequencing, dexterity, strength, stamina, etc. 
   Traveling to meetings and work assignments. 
   Working at heights, in confined spaces, or under diminished/variable lighting. 
 
  This job description document does not establish a contract or alter board-authorized employment 

agreements. Employee benefits, classifications, contract durations, skill sets, wage rates, and work 
schedules may vary by assignment. This summary document describes typical job functions and 
does not represent an exhaustive list of all possible work responsibilities. 

 
  Employee duties may change in response to collective bargaining agreements, funding variables, 

modified operating procedures, program/service adjustments, regulatory compliance, technological 
innovations, and unforeseen events. 

 
  © 2022 All Rights Reserved  



BRECKSVILLE-BROADVIEW HEIGHTS CITY SCHOOL DISTRICT 
JOB DESCRIPTION 

 
Title:  CENTRAL OFFICE ADMINISTRATIVE ASSISTANT File 203 
 
Reports to:  Assigned administrator/supervisor 
 
Job Objective:  Provides office administration and secretarial services to one or more district administrators. 
 
Minimum · High school diploma or GED. A business administration certificate is desirable. 
Qualifications: · Administrative-level secretarial work experience. Ability to implement office administration principles 

(i.e., organization, procedures, etc.). Data management skills (e.g., software navigation, file 
organization, tracking/analysis, communication, etc.). Versatile writing and editing skills. 

 · Embraces high-performance standards (e.g., engagement, proficiency, resilience, etc.). 
 · Maintains a record free of criminal violations that prohibit public school employment. 
  Preferred Attributes: Active listening, creative problem solving, and good time management skills. 
 
  Physical Demand Level1: Sedentary strength (seldom lifting/carrying more than 11 lbs.). Duties 

require communicating verbally, far/near visual acuity, fine/gross manipulation, reaching at or below 
shoulder height, standing, and using a traditional keyboard. 

   1 Based on U.S. Department of Labor documentation of physical demand characteristics. 
 
  Note: Legally acceptable alternative qualifications, additional assignment-specific skills, and other 

physical demands deemed appropriate by the board may be delineated at the time of appointment. 
 
Essential  1. Directs and delivers effective office services. Cultivates a supportive work environment 
Functions:  that advances professionalism and a shared commitment to organizational outcomes. 
 · Identifies work priorities to focus on tasks that require immediate attention. 
 · Identifies clear roles and expectations for personnel and volunteers assigned to the office. 
 · Monitors office productivity. Identifies opportunities to enhance operational efficacy. 
 · Assists office visitors. Answers routine questions or directs inquiries to appropriate staff. 
 · Answers/directs telephone calls. Prepares detailed messages when employees are not available. 
 · Sorts and distributes mail. Prepares photocopies. Collates printed materials. 
 · Schedules appointments. Organizes materials for meetings. Transcribes minutes as requested. 
 · Provides backup support for other departments. Assists with special projects as directed. 
 · Assists with the office inventory control system to ensure dependable supply levels. 
 · Prepares purchase requisitions. Maintains procurement records. Receives deliveries. Reconciles 

invoices. Monitors vendor performance (e.g., customer service, product quality, reliability, etc.). 
 · Maintains effective document and records management systems. Prepares timely files. Monitors 

reporting deadlines. Complies with district records retention and disposal policies. 
 · Performs database research and quantitative analyses for administrative reports. 
 
  2. Diligently attends to job details. Pursues quality results. Performs all aspects of the job. 
 · Maintains respectful relationships with co-workers and supports a cohesive team effort. 
 · Wears work attire appropriate for the position. 
 · Respects privacy. Ensures the veracity and security of confidential information. 
 · Sustains an acceptable attendance record. Consistently complies with established work schedules. 
 
  3. Maintains open/effective communications. Serves as a reliable information resource. 
 · Encourages relationships that enhance public support for the district. 
 · Helps the community understand district policy objectives and administrative procedures. 
 · Supports equality, diversity, and inclusion. Uses tact and diplomacy to resolve differences fairly. 
 
  4. Pursues opportunities to enhance job knowledge and skill proficiency. 
 · Keeps current with standards and practices associated with work duties. 
 · Updates skills as needed to use task-appropriate technology effectively. 
 
  5. Keeps current with emergency preparedness and response procedures. 
 · Complies with health and safety protocols to mitigate workplace risks. 
 · Protects district property. Takes precautions to prevent the loss of equipment and supplies. 
 · Takes action to address harassment or aggressive behavior. Complies with all legal statutes when 

dealing with discrimination, inappropriate behavior, or suspected child abuse/neglect. 
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  6. Performs other specific job-related duties as directed. 
 · Helps implement district strategies to advance organizational goals. 
 
Performance  Employee performance is evaluated according to applicable law, board policies, contractual  
Evaluation:  agreements, and district administrative procedures. 
 
Working  The district offers equal employment opportunity without regard to age, color, disability, genetic 
Conditions:  information, military status, national origin, race, religion, sex (including gender identity, pregnancy, 

and sexual orientation), or any other legally protected category. 
 
  The district maintains a drug and alcohol-free work environment to prevent the adverse impact of 

substance abuse on employee performance and, to protect the rights of co-workers and the public. 
 
  Safety is essential to job performance. All employees are required to comply with workplace 

health/safety regulations and district policies when duties entail any of the following situations: 
 
   Encounters with aggressive, angry, rude, or unpleasant individuals. 
   Exposure to air-borne particulates, chemicals, combustible materials, electrical hazards, 
   loud noises, moving mechanical parts, odors, slippery/uneven surfaces, etc. 
   Exposure to blood-borne pathogens or contagious diseases. 
   Exposure to severe weather conditions or temperature extremes. 
   Movements that require balancing, bending, climbing, crouching, kneeling, or reaching. 
   Operating or riding in a vehicle. Working in or near vehicular traffic. 
   Performing tasks that require complex sequencing, dexterity, strength, stamina, etc. 
   Traveling to meetings and work assignments. 
   Working at heights, in confined spaces, or under diminished/variable lighting. 
 
  This job description document does not establish a contract or alter board-authorized employment 

agreements. Employee benefits, classifications, contract durations, skill sets, wage rates, and work 
schedules may vary by assignment. This summary document describes typical job functions and 
does not represent an exhaustive list of all possible work responsibilities. 

 
  Employee duties may change in response to collective bargaining agreements, funding variables, 

modified operating procedures, program/service adjustments, regulatory compliance, technological 
innovations, and unforeseen events. 

 
  © 2022 All Rights Reserved  



BRECKSVILLE-BROADVIEW HEIGHTS CITY SCHOOL DISTRICT 
JOB DESCRIPTION 

 
Title:  ADMINISTRATIVE ASSISTANT TO THE SUPERINTENDENT File 204 
 
Reports to:  Superintendent 
 
Job Objective:  Serves as a confidential secretary to the superintendent. 
 
Minimum · High school diploma or GED. A business administration certificate is desirable. 
Qualifications: · Administrative-level secretarial work experience. Ability to implement office administration principles 

(i.e., organization, procedures, etc.). Data management skills (e.g., software navigation, file 
organization, tracking/analysis, communication, etc.). Versatile writing and editing skills. 

 · Embraces high-performance standards (e.g., engagement, proficiency, resilience, etc.). 
 · Maintains a record free of criminal violations that prohibit public school employment. 
  Preferred Attributes: Active listening, creative problem solving, and good time management skills. 
 
  Physical Demand Level1: Sedentary strength (seldom lifting/carrying more than 11 lbs.). Duties 

require communicating verbally, far/near visual acuity, fine/gross manipulation, reaching at or below 
shoulder height, standing, and using a traditional keyboard. 

   1 Based on U.S. Department of Labor documentation of physical demand characteristics. 
 
  Note: Legally acceptable alternative qualifications, additional assignment-specific skills, and other 

physical demands deemed appropriate by the board may be delineated at the time of appointment. 
 
Essential  1. Directs and delivers effective office services. Cultivates a supportive work environment 
Functions:  that advances professionalism and a shared commitment to organizational outcomes. 
 · Identifies work priorities to focus on tasks that require immediate attention. 
 · Identifies clear roles and expectations for personnel and volunteers assigned to the office. 
 · Monitors office productivity. Identifies opportunities to enhance operational efficacy. 
 · Assists office visitors. Answers routine questions or directs inquiries to appropriate staff. 
 · Answers/directs telephone calls. Prepares detailed messages when employees are not available. 
 · Sorts and distributes mail. Prepares photocopies. Collates printed materials. 
 · Schedules appointments. Organizes materials for meetings. Transcribes minutes as requested. 
 · Helps update board policy and administrative procedure manuals. 
 · Assembles applicant files. Updates the staff directory. Monitors teacher licensing requirements. 
 · Manages the electronic absence management and substitute procurement system. 
 · Processes open enrollment applications, mails notices, and maintains records. 
 · Maintains student discipline files (e.g., expulsions, hearings, letters, etc.). 
 · Provides backup support for other departments. Assists with special projects as directed. 
 · Assists with the office inventory control system to ensure dependable supply levels. 
 · Prepares purchase requisitions. Maintains procurement records. Receives deliveries. Reconciles 

invoices. Monitors vendor performance (e.g., customer service, product quality, reliability, etc.). 
 · Maintains effective document and records management systems. Prepares timely files. Monitors 

reporting deadlines. Complies with district records retention and disposal policies. 
 · Performs database research and quantitative analyses for administrative reports. 
 
  2. Diligently attends to job details. Pursues quality results. Performs all aspects of the job. 
 · Maintains respectful relationships with co-workers and supports a cohesive team effort. 
 · Wears work attire appropriate for the position. 
 · Respects privacy. Ensures the veracity and security of confidential information. 
 · Sustains an acceptable attendance record. Consistently complies with established work schedules. 
 
  3. Maintains open/effective communications. Serves as a reliable information resource. 
 · Encourages relationships that enhance public support for the district. 
 · Helps the community understand district policy objectives and administrative procedures. 
 · Supports equality, diversity, and inclusion. Uses tact and diplomacy to resolve differences fairly. 
 
  4. Pursues opportunities to enhance job knowledge and skill proficiency. 
 · Keeps current with standards and practices associated with work duties. 
 · Updates skills as needed to use task-appropriate technology effectively. 
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  5. Keeps current with emergency preparedness and response procedures. 
 · Complies with health and safety protocols to mitigate workplace risks. 
 · Protects district property. Takes precautions to prevent the loss of equipment and supplies. 
 · Takes action to address harassment or aggressive behavior. Complies with all legal statutes when 

dealing with discrimination, inappropriate behavior, or suspected child abuse/neglect. 
 
  6. Performs other specific job-related duties as directed. 
 · Helps implement district strategies to advance organizational goals. 
 
Performance  Employee performance is evaluated according to applicable law, board policies, contractual  
Evaluation:  agreements, and district administrative procedures. 
 
Working  The district offers equal employment opportunity without regard to age, color, disability, genetic 
Conditions:  information, military status, national origin, race, religion, sex (including gender identity, pregnancy, 

and sexual orientation), or any other legally protected category. 
 
  The district maintains a drug and alcohol-free work environment to prevent the adverse impact of 

substance abuse on employee performance and, to protect the rights of co-workers and the public. 
 
  Safety is essential to job performance. All employees are required to comply with workplace 

health/safety regulations and district policies when duties entail any of the following situations: 
 
   Encounters with aggressive, angry, rude, or unpleasant individuals. 
   Exposure to air-borne particulates, chemicals, combustible materials, electrical hazards, 
   loud noises, moving mechanical parts, odors, slippery/uneven surfaces, etc. 
   Exposure to blood-borne pathogens or contagious diseases. 
   Exposure to severe weather conditions or temperature extremes. 
   Movements that require balancing, bending, climbing, crouching, kneeling, or reaching. 
   Operating or riding in a vehicle. Working in or near vehicular traffic. 
   Performing tasks that require complex sequencing, dexterity, strength, stamina, etc. 
   Traveling to meetings and work assignments. 
   Working at heights, in confined spaces, or under diminished/variable lighting. 
 
  This job description document does not establish a contract or alter board-authorized employment 

agreements. Employee benefits, classifications, contract durations, skill sets, wage rates, and work 
schedules may vary by assignment. This summary document describes typical job functions and 
does not represent an exhaustive list of all possible work responsibilities. 

 
  Employee duties may change in response to collective bargaining agreements, funding variables, 

modified operating procedures, program/service adjustments, regulatory compliance, technological 
innovations, and unforeseen events. 

 
  © 2022 All Rights Reserved  



BRECKSVILLE-BROADVIEW HEIGHTS CITY SCHOOL DISTRICT 
JOB DESCRIPTION 

 
Title:  SCHOOL ADMINISTRATIVE ASSISTANT File 205 
 
Reports to:  Assigned administrator/supervisor 
 
Job Objective:  Provides office administration and secretarial services to one or more building services. 
 
Minimum · High school diploma or GED. A business administration certificate is desirable. 
Qualifications: · Administrative-level secretarial work experience. Ability to implement office administration principles 

(i.e., organization, procedures, etc.). Data management skills (e.g., software navigation, file 
organization, tracking/analysis, communication, etc.). Versatile writing and editing skills. 

 · Embraces high-performance standards (e.g., engagement, proficiency, resilience, etc.). 
 · Maintains a record free of criminal violations that prohibit public school employment. 
  Preferred Attributes: Active listening, creative problem solving, and good time management skills. 
 
  Physical Demand Level1: Sedentary strength (seldom lifting/carrying more than 11 lbs.). Duties 

require communicating verbally, far/near visual acuity, fine/gross manipulation, reaching at or below 
shoulder height, standing, and using a traditional keyboard. 

   1 Based on U.S. Department of Labor documentation of physical demand characteristics. 
 
  Note: Legally acceptable alternative qualifications, additional assignment-specific skills, and other 

physical demands deemed appropriate by the board may be delineated at the time of appointment. 
 
Essential  1. Directs and delivers effective office services. Cultivates a supportive work environment 
Functions:  that advances professionalism and a shared commitment to organizational outcomes. 
 · Identifies work priorities to focus on tasks that require immediate attention. 
 · Identifies clear roles and expectations for personnel and volunteers assigned to the office. 
 · Monitors office productivity. Identifies opportunities to enhance operational efficacy. 
 · Assists office visitors. Answers routine questions or directs inquiries to appropriate staff. 
 · Answers/directs telephone calls. Prepares detailed messages when employees are not available. 
 · Sorts and distributes mail. Prepares photocopies. Collates printed materials. 
 · Schedules appointments. Organizes materials for meetings. Transcribes minutes as requested. 
 · Provides backup support for other departments. Assists with special projects as directed. 
 · Assists with the office inventory control system to ensure dependable supply levels. 
 · Prepares purchase requisitions. Maintains procurement records. Receives deliveries. Reconciles 

invoices. Monitors vendor performance (e.g., customer service, product quality, reliability, etc.). 
 · Periodically reviews medical alerts or emergency authorization forms when applicable (i.e. field 

trips, supplemental program activities, etc.). 
 · Maintains effective document and records management systems. Prepares timely files. Monitors 

reporting deadlines. Complies with district records retention and disposal policies. 
 · Performs database research and quantitative analyses for administrative reports. 
 
  2. Diligently attends to job details. Pursues quality results. Performs all aspects of the job. 
 · Maintains respectful relationships with co-workers and supports a cohesive team effort. 
 · Wears work attire appropriate for the position. 
 · Respects privacy. Ensures the veracity and security of confidential information. 
 · Sustains an acceptable attendance record. Consistently complies with established work schedules. 
 
  3. Maintains open/effective communications. Serves as a reliable information resource. 
 · Encourages relationships that enhance public support for the district. 
 · Helps the community understand district policy objectives and administrative procedures. 
 · Supports equality, diversity, and inclusion. Uses tact and diplomacy to resolve differences fairly. 
 
  4. Pursues opportunities to enhance job knowledge and skill proficiency. 
 · Keeps current with standards and practices associated with work duties. 
 · Updates skills as needed to use task-appropriate technology effectively. 
 
  5. Keeps current with emergency preparedness and response procedures. 
 · Complies with health and safety protocols to mitigate workplace risks. 
 · Protects district property. Takes precautions to prevent the loss of equipment and supplies. 
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 · Takes action to address harassment or aggressive behavior. Complies with all legal statutes when 

dealing with discrimination, inappropriate behavior, or suspected child abuse/neglect. 
 
  6. Performs other specific job-related duties as directed. 
 · Helps implement district strategies to advance organizational goals. 
 
Performance  Employee performance is evaluated according to applicable law, board policies, contractual  
Evaluation:  agreements, and district administrative procedures. 
 
Working  The district offers equal employment opportunity without regard to age, color, disability, genetic 
Conditions:  information, military status, national origin, race, religion, sex (including gender identity, pregnancy, 

and sexual orientation), or any other legally protected category. 
 
  The district maintains a drug and alcohol-free work environment to prevent the adverse impact of 

substance abuse on employee performance and, to protect the rights of co-workers and the public. 
 
  Safety is essential to job performance. All employees are required to comply with workplace 

health/safety regulations and district policies when duties entail any of the following situations: 
 
   Encounters with aggressive, angry, rude, or unpleasant individuals. 
   Exposure to air-borne particulates, chemicals, combustible materials, electrical hazards, 
   loud noises, moving mechanical parts, odors, slippery/uneven surfaces, etc. 
   Exposure to blood-borne pathogens or contagious diseases. 
   Exposure to severe weather conditions or temperature extremes. 
   Movements that require balancing, bending, climbing, crouching, kneeling, or reaching. 
   Operating or riding in a vehicle. Working in or near vehicular traffic. 
   Performing tasks that require complex sequencing, dexterity, strength, stamina, etc. 
   Traveling to meetings and work assignments. 
   Working at heights, in confined spaces, or under diminished/variable lighting. 
 
  This job description document does not establish a contract or alter board-authorized employment 

agreements. Employee benefits, classifications, contract durations, skill sets, wage rates, and work 
schedules may vary by assignment. This summary document describes typical job functions and 
does not represent an exhaustive list of all possible work responsibilities. 

 
  Employee duties may change in response to collective bargaining agreements, funding variables, 

modified operating procedures, program/service adjustments, regulatory compliance, technological 
innovations, and unforeseen events. 

 
  © 2022 All Rights Reserved  



BRECKSVILLE-BROADVIEW HEIGHTS CITY SCHOOL DISTRICT 
JOB DESCRIPTION 

 
Title:  STUDENT ACTIVITY BOOKKEEPER File 206 
 
Reports to:  Assigned administrator/supervisor 
 
Job Objective:  Performs duties that support the effective management of student activity accounts. 
 
Minimum · High school diploma or GED. Bookkeeping skills verified by training and relevant work experience. 
Qualifications: · Essential understanding of accounting standards. Meets prerequisite qualifications to be bonded. 
 · Embraces high-performance standards (e.g., engagement, proficiency, resilience, etc.). 
 · Maintains a record free of criminal violations that prohibit public school employment. 
  Preferred Attributes: Approachable, conscientious, and self-assured. 
 
  Physical Demand Level1: Sedentary strength (seldom lifting/carrying more than 11 lbs.). Duties 

require communicating verbally, far/near visual acuity, fine/gross manipulation, reaching at or below 
shoulder height, standing, and using a traditional keyboard. 

   1 Based on U.S. Department of Labor documentation of physical demand characteristics. 
 
  Note: Legally acceptable alternative qualifications, additional assignment-specific skills, and other 

physical demands deemed appropriate by the board may be delineated at the time of appointment. 
 
Essential  1. Performs student activity fund accounting services. 
Functions: · Identifies work priorities to focus on tasks that require immediate attention. 
 · Assists office visitors. Answers routine questions or directs inquiries to appropriate staff. 
 · Answers/directs telephone calls. Prepares detailed messages when employees are not available. 
 · Sorts and distributes mail. Prepares photocopies. Collates printed materials. 
 · Establishes a complete audit trail for each financial transaction. 
 · Updates student accounts policy/purpose statements. Distributes a written copy to administrators, 

activity supervisors, sponsors, and accounting department personnel. 
 · Reviews and verifies student activity forms (e.g., sales potential, sales summaries, ticket 

reconciliations, student program affidavits, etc.). 
 · Collects activity monies. Prepares deposit slips. Deposits funds daily. Prepares disbursement 

checks. Secures necessary signatures to release checks. 
 · Prepares a daily accounting of transactions and receipts. 
 · Promptly reconciles activity fund bank statements upon receipt. 
 · Prepares a monthly financial report for each student activity account. Itemizes cash receipts and 

disbursements. Prepares records for periodic internal audits by the district accounting department. 
 · Assists with the collection of “non-sufficient funds” checks. 
 · Provides backup support for other departments. Assists with special projects as directed. 
 · Periodically reviews medical alerts or emergency authorization forms when applicable (i.e. field 

trips, supplemental program activities, etc.). 
 · Maintains effective document and records management systems. Prepares timely files. Monitors 

reporting deadlines. Complies with district records retention and disposal policies. 
 
  2. Diligently attends to job details. Pursues quality results. Performs all aspects of the job. 
 · Maintains respectful relationships with co-workers and supports a cohesive team effort. 
 · Wears work attire appropriate for the position. 
 · Respects privacy. Ensures the veracity and security of confidential information. 
 · Sustains an acceptable attendance record. Consistently complies with established work schedules. 
 
  3. Maintains open/effective communications. Serves as a reliable information resource. 
 · Encourages relationships that enhance public support for the district. 
 · Refers administrative procedure and district policy questions to an appropriate administrator. 
 · Supports equality, diversity, and inclusion. Uses tact and diplomacy to resolve differences fairly. 
 
  4. Pursues opportunities to enhance job knowledge and skill proficiency. 
 · Keeps current with standards and practices associated with work duties. 
 · Updates skills as needed to use task-appropriate technology effectively. 
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  5. Keeps current with emergency preparedness and response procedures. 
 · Complies with health and safety protocols to mitigate workplace risks. 
 · Protects district property. Takes precautions to prevent the loss of equipment and supplies. 
 · Takes action to address harassment or aggressive behavior. Complies with all legal statutes when 

dealing with discrimination, inappropriate behavior, or suspected child abuse/neglect. 
 
  6. Performs other specific job-related duties as directed. 
 · Helps implement district strategies to advance organizational goals. 
 
Performance  Employee performance is evaluated according to applicable law, board policies, contractual  
Evaluation:  agreements, and district administrative procedures. 
 
Working  The district offers equal employment opportunity without regard to age, color, disability, genetic 
Conditions:  information, military status, national origin, race, religion, sex (including gender identity, pregnancy, 

and sexual orientation), or any other legally protected category. 
 
  The district maintains a drug and alcohol-free work environment to prevent the adverse impact of 

substance abuse on employee performance and, to protect the rights of co-workers and the public. 
 
  Safety is essential to job performance. All employees are required to comply with workplace 

health/safety regulations and district policies when duties entail any of the following situations: 
 
   Encounters with aggressive, angry, rude, or unpleasant individuals. 
   Exposure to air-borne particulates, chemicals, combustible materials, electrical hazards, 
   loud noises, moving mechanical parts, odors, slippery/uneven surfaces, etc. 
   Exposure to blood-borne pathogens or contagious diseases. 
   Exposure to severe weather conditions or temperature extremes. 
   Movements that require balancing, bending, climbing, crouching, kneeling, or reaching. 
   Operating or riding in a vehicle. Working in or near vehicular traffic. 
   Performing tasks that require complex sequencing, dexterity, strength, stamina, etc. 
   Traveling to meetings and work assignments. 
   Working at heights, in confined spaces, or under diminished/variable lighting. 
 
  This job description document does not establish a contract or alter board-authorized employment 

agreements. Employee benefits, classifications, contract durations, skill sets, wage rates, and work 
schedules may vary by assignment. This summary document describes typical job functions and 
does not represent an exhaustive list of all possible work responsibilities. 

 
  Employee duties may change in response to collective bargaining agreements, funding variables, 

modified operating procedures, program/service adjustments, regulatory compliance, technological 
innovations, and unforeseen events. 

 
  © 2022 All Rights Reserved  



BRECKSVILLE-BROADVIEW HEIGHTS CITY SCHOOL DISTRICT 
JOB DESCRIPTION 

 
Title:  EMIS COORDINATOR File 207 
 
Reports to:  Assigned administrator/supervisor 
 
Job Objective:  Coordinates the effective collection, analysis, maintenance, and reporting of district data. 
 
Minimum · High school diploma or GED. Administrative-level secretarial work experience. 
Qualifications: · Ohio Association of EMIS Professionals (OAEP) certification CEP, MCEP, or DM is advantageous. 
 · Data management skills (e.g., software navigation, file organization, tracking/analysis, 

communication, etc.). Versatile writing and editing skills. 
 · Embraces high-performance standards (e.g., engagement, proficiency, resilience, etc.). 
 · Maintains a record free of criminal violations that prohibit public school employment. 
  Preferred Attributes: Active listening, creative problem solving, and good time management skills. 
 
  Physical Demand Level1: Sedentary strength (seldom lifting/carrying more than 11 lbs.). Duties 

require communicating verbally, far/near visual acuity, fine/gross manipulation, reaching at or below 
shoulder height, standing, and using a traditional keyboard. 

   1 Based on U.S. Department of Labor documentation of physical demand characteristics. 
 
  Note: Legally acceptable alternative qualifications, additional assignment-specific skills, and other 

physical demands deemed appropriate by the board may be delineated at the time of appointment. 
 
Essential  1. Ensures all data required by district policies and regulatory authorities are tracked, 
Functions: · compiled and recorded. Trains data collection and processing staff. 
 · Identifies work priorities to focus on tasks that require immediate attention. 
 · Serves as an adviser to the superintendent and administrative team. 
 · Assumes responsibility for monitoring and verification of the Ohio District Data Exchange (ODDEX): 

Student Cross Reference, Community School Funding, Tuition Funding, and College Credit Plus. 
 · Actively supervises and evaluates assigned personnel. Cultivates staff leadership skills. 
 · Manages EMIS data extraction, aggregation, validation, and submission process. 
 · Monitors ongoing compliance with state documentation guidelines (e.g., pupil demographics, 

academic courses, student testing information, attendance, etc.). 
 · Serves as a district intermediary for the state data acquisition site. 
 · Coordinates the transfer of data. Corrects errors and helps resolve problems encountered by staff. 
 · Checks completed work to ensure compliance with state and district specifications. 
 · Provides technical support for student scheduling activities. 
 · Assists with the office inventory control system to ensure dependable supply levels. 
 · Prepares purchase requisitions. Maintains procurement records. Receives deliveries. Reconciles 

invoices. Monitors vendor performance (e.g., customer service, product quality, reliability, etc.). 
 · Maintains effective document and records management systems. Prepares timely files. Monitors 

reporting deadlines. Complies with district records retention and disposal policies. 
 
  2. Diligently attends to job details. Pursues quality results. Performs all aspects of the job. 
 · Maintains respectful relationships with co-workers and supports a cohesive team effort. 
 · Wears work attire appropriate for the position. 
 · Respects privacy. Ensures the veracity and security of confidential information. 
 · Sustains an acceptable attendance record. Consistently complies with established work schedules. 
 
  3. Maintains open/effective communications. Serves as a reliable information resource. 
 · Encourages relationships that enhance public support for the district. 
 · Refers administrative procedure and district policy questions to an appropriate administrator. 
 · Supports equality, diversity, and inclusion. Uses tact and diplomacy to resolve differences fairly. 
 
  4. Pursues opportunities to enhance job knowledge and skill proficiency. 
 · Keeps current with standards and practices associated with work duties. 
 · Updates skills as needed to use task-appropriate technology effectively. 
 
  5. Keeps current with emergency preparedness and response procedures. 
 · Complies with health and safety protocols to mitigate workplace risks. 
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 · Protects district property. Takes precautions to prevent the loss of equipment and supplies. 
 · Takes action to address harassment or aggressive behavior. Complies with all legal statutes when 

dealing with discrimination, inappropriate behavior, or suspected child abuse/neglect. 
 
  6. Performs other specific job-related duties as directed. 
 · Helps implement district strategies to advance organizational goals. 
 
Performance  Employee performance is evaluated according to applicable law, board policies, contractual  
Evaluation:  agreements, and district administrative procedures. 
 
Working  The district offers equal employment opportunity without regard to age, color, disability, genetic 
Conditions:  information, military status, national origin, race, religion, sex (including gender identity, pregnancy, 

and sexual orientation), or any other legally protected category. 
 
  The district maintains a drug and alcohol-free work environment to prevent the adverse impact of 

substance abuse on employee performance and, to protect the rights of co-workers and the public. 
 
  Safety is essential to job performance. All employees are required to comply with workplace 

health/safety regulations and district policies when duties entail any of the following situations: 
 
   Encounters with aggressive, angry, rude, or unpleasant individuals. 
   Exposure to air-borne particulates, chemicals, combustible materials, electrical hazards, 
   loud noises, moving mechanical parts, odors, slippery/uneven surfaces, etc. 
   Exposure to blood-borne pathogens or contagious diseases. 
   Exposure to severe weather conditions or temperature extremes. 
   Movements that require balancing, bending, climbing, crouching, kneeling, or reaching. 
   Operating or riding in a vehicle. Working in or near vehicular traffic. 
   Performing tasks that require complex sequencing, dexterity, strength, stamina, etc. 
   Traveling to meetings and work assignments. 
   Working at heights, in confined spaces, or under diminished/variable lighting. 
 
  This job description document does not establish a contract or alter board-authorized employment 

agreements. Employee benefits, classifications, contract durations, skill sets, wage rates, and work 
schedules may vary by assignment. This summary document describes typical job functions and 
does not represent an exhaustive list of all possible work responsibilities. 

 
  Employee duties may change in response to collective bargaining agreements, funding variables, 

modified operating procedures, program/service adjustments, regulatory compliance, technological 
innovations, and unforeseen events. 

 
  © 2022 All Rights Reserved  



BRECKSVILLE-BROADVIEW HEIGHTS CITY SCHOOL DISTRICT 
JOB DESCRIPTION 

 
Title:  ASSISTANT PRINCIPAL SECRETARY File 208 
 
Reports to:  Assistant Principal 
 
Job Objective:  Performs secretarial and ancillary program support services. 
 
Minimum · High school diploma or GED. Significant secretarial and data processing work experience. 
Qualifications: · Ability to implement office administration principles (i.e., organization, procedures, etc.). 
 · Embraces high-performance standards (e.g., engagement, proficiency, resilience, etc.). 
 · Maintains a record free of criminal violations that prohibit public school employment. 
  Preferred Attributes: Active listening, creative problem solving, and good time management skills. 
 
  Physical Demand Level1: Sedentary strength (seldom lifting/carrying more than 11 lbs.). Duties 

require communicating verbally, far/near visual acuity, fine/gross manipulation, reaching at or below 
shoulder height, standing, and using a traditional keyboard. 

   1 Based on U.S. Department of Labor documentation of physical demand characteristics. 
 
  Note: Legally acceptable alternative qualifications, additional assignment-specific skills, and other 

physical demands deemed appropriate by the board may be delineated at the time of appointment. 
 
Essential  1. Delivers effective secretarial services. Sustains a supportive office environment that 
Functions:  advances professionalism and a shared commitment to organizational outcomes. 
 · Identifies work priorities to focus on tasks that require immediate attention. 
 · Assists office visitors. Answers routine questions or directs inquiries to appropriate staff. 
 · Answers/directs telephone calls. Prepares detailed messages when employees are not available. 
 · Sorts and distributes mail. Prepares photocopies. Collates printed materials. 
 · Schedules appointments. Organizes materials for meetings. Transcribes minutes as requested. 
 · Prepares enrollment/withdrawal records. Obtains authorized “release of information” consent forms. 

Processes custody/legal residence verifications, health records, school transcripts, etc. 
 · Organizes permanent records, student schedules, rosters, etc. 
 · Collects and maintains staff and student medical emergency authorization forms. 
 · Updates attendance policy information. Helps ensure policies are uniformly enforced. 
 · Collects attendance forms. Verifies attendance information for report cards. 
 · Contacts parents or guardians when the school has not been notified about a student’s absence. 
 · Authenticates student requests to be dismissed during school hours. Processes late arrivals. 
 · Notifies teachers about homework requests for absent students. 
 · Maintains student discipline files (e.g., expulsions, hearings, letters, etc.). 
 · Processes interim reports, report cards, and supplemental information. 
 · Maintains a building calendar. Processes community requests to use building facilities. 
 · Provides backup support for other departments. Assists with special projects as directed. 
 · Assists with the office inventory control system to ensure dependable supply levels. 
 · Prepares purchase requisitions. Maintains procurement records. Receives deliveries. Reconciles 

invoices. Monitors vendor performance (e.g., customer service, product quality, reliability, etc.). 
 · Periodically reviews medical alerts or emergency authorization forms when applicable (i.e. field 

trips, supplemental program activities, etc.). 
 · Maintains effective document and records management systems. Prepares timely files. Monitors 

reporting deadlines. Complies with district records retention and disposal policies. 
 
  2. Diligently attends to job details. Pursues quality results. Performs all aspects of the job. 
 · Maintains respectful relationships with co-workers and supports a cohesive team effort. 
 · Wears work attire appropriate for the position. 
 · Respects privacy. Ensures the veracity and security of confidential information. 
 · Sustains an acceptable attendance record. Consistently complies with established work schedules. 
 
  3. Maintains open/effective communications. Serves as a reliable information resource. 
 · Encourages relationships that enhance public support for the district. 
 · Refers administrative procedure and district policy questions to an appropriate administrator. 
 · Supports equality, diversity, and inclusion. Uses tact and diplomacy to resolve differences fairly. 
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  4. Pursues opportunities to enhance job knowledge and skill proficiency. 
 · Keeps current with standards and practices associated with work duties. 
 · Updates skills as needed to use task-appropriate technology effectively. 
 
  5. Keeps current with emergency preparedness and response procedures. 
 · Complies with health and safety protocols to mitigate workplace risks. 
 · Takes action to address harassment or aggressive behavior. Complies with all legal statutes when 

dealing with discrimination, inappropriate behavior, or suspected child abuse/neglect. 
 
  6. Performs other specific job-related duties as directed. 
 · Helps implement district strategies to advance organizational goals. 
 
Performance  Employee performance is evaluated according to applicable law, board policies, contractual  
Evaluation:  agreements, and district administrative procedures. 
 
Working  The district offers equal employment opportunity without regard to age, color, disability, genetic 
Conditions:  information, military status, national origin, race, religion, sex (including gender identity, pregnancy, 

and sexual orientation), or any other legally protected category. 
 
  The district maintains a drug and alcohol-free work environment to prevent the adverse impact of 

substance abuse on employee performance and, to protect the rights of co-workers and the public. 
 
  Safety is essential to job performance. All employees are required to comply with workplace 

health/safety regulations and district policies when duties entail any of the following situations: 
 
   Encounters with aggressive, angry, rude, or unpleasant individuals. 
   Exposure to air-borne particulates, chemicals, combustible materials, electrical hazards, 
   loud noises, moving mechanical parts, odors, slippery/uneven surfaces, etc. 
   Exposure to blood-borne pathogens or contagious diseases. 
   Exposure to severe weather conditions or temperature extremes. 
   Movements that require balancing, bending, climbing, crouching, kneeling, or reaching. 
   Operating or riding in a vehicle. Working in or near vehicular traffic. 
   Performing tasks that require complex sequencing, dexterity, strength, stamina, etc. 
   Traveling to meetings and work assignments. 
   Working at heights, in confined spaces, or under diminished/variable lighting. 
 
  This job description document does not establish a contract or alter board-authorized employment 

agreements. Employee benefits, classifications, contract durations, skill sets, wage rates, and work 
schedules may vary by assignment. This summary document describes typical job functions and 
does not represent an exhaustive list of all possible work responsibilities. 

 
  Employee duties may change in response to collective bargaining agreements, funding variables, 

modified operating procedures, program/service adjustments, regulatory compliance, technological 
innovations, and unforeseen events. 

 
  © 2022 All Rights Reserved  



BRECKSVILLE-BROADVIEW HEIGHTS CITY SCHOOL DISTRICT 
JOB DESCRIPTION 

 
Title:  SCHOOL SECRETARY File 209 
 
Reports to:  Building Principal and/or assigned supervisor 
 
Job Objective:  Performs secretarial and ancillary program support services. 
 
Minimum · High school diploma or GED. Significant secretarial and data processing work experience. 
Qualifications: · Ability to implement office administration principles (i.e., organization, procedures, etc.). 
 · Embraces high-performance standards (e.g., engagement, proficiency, resilience, etc.). 
 · Maintains a record free of criminal violations that prohibit public school employment. 
  Preferred Attributes: Active listening, creative problem solving, and good time management skills. 
 
  Physical Demand Level1: Sedentary strength (seldom lifting/carrying more than 11 lbs.). Duties 

require communicating verbally, far/near visual acuity, fine/gross manipulation, reaching at or below 
shoulder height, standing, and using a traditional keyboard. 

   1 Based on U.S. Department of Labor documentation of physical demand characteristics. 
 
  Note: Legally acceptable alternative qualifications, additional assignment-specific skills, and other 

physical demands deemed appropriate by the board may be delineated at the time of appointment. 
 
Essential  1. Delivers effective secretarial services. Sustains a supportive office environment that 
Functions:  advances professionalism and a shared commitment to organizational outcomes. 
 · Identifies work priorities to focus on tasks that require immediate attention. 
 · Assists office visitors. Answers routine questions or directs inquiries to appropriate staff. 
 · Answers/directs telephone calls. Prepares detailed messages when employees are not available. 
 · Sorts and distributes mail. Prepares photocopies. Collates printed materials. 
 · Schedules appointments. Organizes materials for meetings. Transcribes minutes as requested. 
 · Prepares enrollment/withdrawal records. Obtains authorized “release of information” consent forms. 

Processes custody/legal residence verifications, health records, school transcripts, etc. 
 · Organizes permanent records, student schedules, rosters, etc. 
 · Assists students with class/program registration and scheduling modifications. 
 · Collects and maintains staff and student medical emergency authorization forms. 
 · Updates attendance policy information. Helps ensure policies are uniformly enforced. 
 · Collects attendance forms. Verifies attendance information for report cards. 
 · Contacts parents or guardians when the school has not been notified about a student’s absence. 
 · Authenticates student requests to be dismissed during school hours. Processes late arrivals. 
 · Notifies teachers about homework requests for absent students. 
 · Maintains student discipline files (e.g., expulsions, hearings, letters, etc.). 
 · Processes interim reports, report cards, and supplemental information. 
 · Maintains a building calendar. Processes community requests to use building facilities. 
 · Provides backup support for other departments. Assists with special projects as directed. 
 · Assists with the office inventory control system to ensure dependable supply levels. 
 · Prepares purchase requisitions. Maintains procurement records. Receives deliveries. Reconciles 

invoices. Monitors vendor performance (e.g., customer service, product quality, reliability, etc.). 
 · Periodically reviews medical alerts or emergency authorization forms when applicable (i.e. field 

trips, supplemental program activities, etc.). 
 · Maintains effective document and records management systems. Prepares timely files. Monitors 

reporting deadlines. Complies with district records retention and disposal policies. 
 
  2. Diligently attends to job details. Pursues quality results. Performs all aspects of the job. 
 · Maintains respectful relationships with co-workers and supports a cohesive team effort. 
 · Wears work attire appropriate for the position. 
 · Respects privacy. Ensures the veracity and security of confidential information. 
 · Sustains an acceptable attendance record. Consistently complies with established work schedules. 
 
  3. Maintains open/effective communications. Serves as a reliable information resource. 
 · Encourages relationships that enhance public support for the district. 
 · Refers administrative procedure and district policy questions to an appropriate administrator. 
 · Supports equality, diversity, and inclusion. Uses tact and diplomacy to resolve differences fairly. 
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  4. Pursues opportunities to enhance job knowledge and skill proficiency. 
 · Keeps current with standards and practices associated with work duties. 
 · Updates skills as needed to use task-appropriate technology effectively. 
 
  5. Keeps current with emergency preparedness and response procedures. 
 · Complies with health and safety protocols to mitigate workplace risks. 
 · Protects district property. Takes precautions to prevent the loss of equipment and supplies. 
 · Takes action to address harassment or aggressive behavior. Complies with all legal statutes when 

dealing with discrimination, inappropriate behavior, or suspected child abuse/neglect. 
 
  6. Performs other specific job-related duties as directed. 
 · Helps implement district strategies to advance organizational goals. 
 
Performance  Employee performance is evaluated according to applicable law, board policies, contractual  
Evaluation:  agreements, and district administrative procedures. 
 
Working  The district offers equal employment opportunity without regard to age, color, disability, genetic 
Conditions:  information, military status, national origin, race, religion, sex (including gender identity, pregnancy, 

and sexual orientation), or any other legally protected category. 
 
  The district maintains a drug and alcohol-free work environment to prevent the adverse impact of 

substance abuse on employee performance and, to protect the rights of co-workers and the public. 
 
  Safety is essential to job performance. All employees are required to comply with workplace 

health/safety regulations and district policies when duties entail any of the following situations: 
 
   Encounters with aggressive, angry, rude, or unpleasant individuals. 
   Exposure to air-borne particulates, chemicals, combustible materials, electrical hazards, 
   loud noises, moving mechanical parts, odors, slippery/uneven surfaces, etc. 
   Exposure to blood-borne pathogens or contagious diseases. 
   Exposure to severe weather conditions or temperature extremes. 
   Movements that require balancing, bending, climbing, crouching, kneeling, or reaching. 
   Operating or riding in a vehicle. Working in or near vehicular traffic. 
   Performing tasks that require complex sequencing, dexterity, strength, stamina, etc. 
   Traveling to meetings and work assignments. 
   Working at heights, in confined spaces, or under diminished/variable lighting. 
 
  This job description document does not establish a contract or alter board-authorized employment 

agreements. Employee benefits, classifications, contract durations, skill sets, wage rates, and work 
schedules may vary by assignment. This summary document describes typical job functions and 
does not represent an exhaustive list of all possible work responsibilities. 

 
  Employee duties may change in response to collective bargaining agreements, funding variables, 

modified operating procedures, program/service adjustments, regulatory compliance, technological 
innovations, and unforeseen events. 

 
  © 2022 All Rights Reserved  



BRECKSVILLE-BROADVIEW HEIGHTS CITY SCHOOL DISTRICT 
JOB DESCRIPTION 

 
Title:  GIFTED PROGRAM COORDINATOR File 301 
 
Reports to:  Assigned administrator/supervisor 
 
Job Objective:  Serves as the instructional leader of the Gifted Program. 
 
Minimum · Holds/maintains required Ohio Department of Education credentials. 
Qualifications: · Ability to develop and implement clear pathways to successfully achieve program objectives. 
 · Acts according to the Licensure Code of Professional Conduct for Ohio Educators. 
 · Comprehensive knowledge of identification criteria, characteristics, and educational needs of gifted 

students. Displays highly developed test interpretation skills. 
 · Demonstrated leadership abilities and a willingness to take on challenging tasks. 
 · Embraces high-performance standards (e.g., engagement, proficiency, resilience, etc.). 
 · Maintains a record free of criminal violations that prohibit public school employment. 
  Preferred Attributes: Active listening, creative problem solving, and good time management skills. 
 
  Physical Demand Level1: Sedentary strength (seldom lifting/carrying more than 11 lbs.). Duties 

require communicating verbally, far/near visual acuity, fine/gross manipulation, reaching at or below 
shoulder height, standing/walking, and using a traditional keyboard. 

   1 Based on U.S. Department of Labor documentation of physical demand characteristics. 
 
  Note: Legally acceptable alternative qualifications, additional assignment-specific skills, and other 

physical demands deemed appropriate by the board may be delineated at the time of appointment. 
 
Essential  1. Coordinates Gifted Program services (e.g., curriculum development, instructional goals, 
Functions:  parent notification, participation criteria, etc.). 
 · Provides leadership for the advancement of best practices and academic standards. Implements 

initiatives that support continuous improvement in student participation and achievement. 
 · Works with staff to develop standards-based curriculum guides and high-quality courses of study. 
 · Qualifies students for program participation (e.g., achievement tests, grades, intelligence testing, 

parent/student and teacher recommendations, etc.). 
 · Helps students develop educational goals that are attainable, measurable, relevant, and specific. 
 · Participates in team meetings. Uses comprehensive assessments to obtain objective student data. 

Plans services relevant to needs. Supports student access to inclusive educational opportunities. 
 · Monitors applicable Written Educational Plans (WEP) and Written Acceleration Plans (WAP). 
 · Coordinates the implementation of developmentally and cognitively appropriate extensions of 

classroom instruction. (e.g., accelerated learning, independent studies, mentoring, pull-out 
sessions, team-teaching, university or college credit programs, etc.). 

 · Uses positive behavioral interventions and supports to maintain discipline. Helps students acquire 
appropriate functional skills (e.g., communication, self-regulation, socialization, etc.). 

 · Maintains effective document and records management systems. Prepares timely files. Monitors 
reporting deadlines. Complies with district records retention and disposal policies. 

 · Helps manage mandated testing programs. Maintains test security. Helps analyze test results. 
 
  2. Diligently attends to job details. Pursues quality results. Performs all aspects of the job. 
 · Maintains respectful relationships with co-workers and supports a cohesive team effort. 
 · Wears work attire appropriate for the position. 
 · Respects privacy. Ensures the veracity and security of confidential information. 
 · Sustains an acceptable attendance record. Consistently complies with established work schedules. 
 
  3. Maintains open/effective communications. Serves as a reliable information resource. 
 · Encourages relationships that enhance public support for the district. 
 · Helps the community understand district policy objectives and administrative procedures. 
 · Supports equality, diversity, and inclusion. Uses tact and diplomacy to resolve differences fairly. 
 
  4. Pursues opportunities to enhance job knowledge and skill proficiency. 
 · Keeps current with standards and practices associated with work duties. 
 · Updates skills as needed to use task-appropriate technology effectively. 
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  5. Keeps current with emergency preparedness and response procedures. 
 · Complies with health and safety protocols to mitigate workplace risks. 
 · Protects district property. Takes precautions to prevent the loss of equipment and supplies. 
 · Takes action to address harassment or aggressive behavior. Complies with all legal statutes when 

dealing with discrimination, inappropriate behavior, or suspected child abuse/neglect. 
 
  6. Performs other specific job-related duties as directed. 
 · Implements district strategies to advance organizational goals. 
 
Performance  Employee performance is evaluated according to applicable law, board policies, contractual  
Evaluation:  agreements, and district administrative procedures. 
 
Working  The district offers equal employment opportunity without regard to age, color, disability, genetic 
Conditions:  information, military status, national origin, race, religion, sex (including gender identity, pregnancy, 

and sexual orientation), or any other legally protected category. 
 
  The district maintains a drug and alcohol-free work environment to prevent the adverse impact of 

substance abuse on employee performance and, to protect the rights of co-workers and the public. 
 
  Safety is essential to job performance. All employees are required to comply with workplace 

health/safety regulations and district policies when duties entail any of the following situations: 
 
   Encounters with aggressive, angry, rude, or unpleasant individuals. 
   Exposure to air-borne particulates, chemicals, combustible materials, electrical hazards, 
   loud noises, moving mechanical parts, odors, slippery/uneven surfaces, etc. 
   Exposure to blood-borne pathogens or contagious diseases. 
   Exposure to severe weather conditions or temperature extremes. 
   Movements that require balancing, bending, climbing, crouching, kneeling, or reaching. 
   Operating or riding in a vehicle. Working in or near vehicular traffic. 
   Performing tasks that require complex sequencing, dexterity, strength, stamina, etc. 
   Traveling to meetings and work assignments. 
   Working at heights, in confined spaces, or under diminished/variable lighting. 
 
  This job description document does not establish a contract or alter board-authorized employment 

agreements. Employee benefits, classifications, contract durations, skill sets, wage rates, and work 
schedules may vary by assignment. This summary document describes typical job functions and 
does not represent an exhaustive list of all possible work responsibilities. 

 
  Employee duties may change in response to collective bargaining agreements, funding variables, 

modified operating procedures, program/service adjustments, regulatory compliance, technological 
innovations, and unforeseen events. 

 
  © 2022 All Rights Reserved  



BRECKSVILLE-BROADVIEW HEIGHTS CITY SCHOOL DISTRICT 
JOB DESCRIPTION 

 
Title:  INSTRUCTIONAL COACH File 302 
 
Reports to:  Assigned administrator/supervisor 
 
Job Objective:  Provides teaching-learning leadership and staff support for the continuous improvement of student 

performance in reading, writing, communication, and content-area achievement. 
 
Minimum · Holds/maintains required Ohio Department of Education credentials. 
Qualifications: · Ability to develop and implement clear pathways to successfully achieve program objectives. 
 · Acts according to the Licensure Code of Professional Conduct for Ohio Educators. 
 · Demonstrated leadership abilities and a willingness to take on challenging tasks. 
 · Embraces high-performance standards (e.g., engagement, proficiency, resilience, etc.). 
 · Maintains a record free of criminal violations that prohibit public school employment. 
  Preferred Attributes: Active listening, creative problem solving, and good time management skills. 
 
  Physical Demand Level1: Sedentary strength (seldom lifting/carrying more than 11 lbs.). Duties 

require communicating verbally, far/near visual acuity, fine/gross manipulation, reaching at or below 
shoulder height, standing/walking, stooping, and using a traditional keyboard. 

   1 Based on U.S. Department of Labor documentation of physical demand characteristics. 
 
  Note: Legally acceptable alternative qualifications, additional assignment-specific skills, and other 

physical demands deemed appropriate by the board may be delineated at the time of appointment. 
 
Essential  1. Guides the implementation of the assigned instructional program. Acts as a catalyst to 
Functions:  help teachers use best practices in lesson design and classroom delivery. 
 · Keeps current with educational research, state standards/guideline, and school improvement 

priorities (e.g., curriculum alignment, data-driven continuous improvement plans, effective school 
management, evidence-based teaching/learning practices, positive school environments, etc.). 

 · Fosters an ethos of mutual respect, teamwork, and accountability at all system levels. 
 · Helps develop a unified curricular vision for the instructional program. Helps staff understand 

program format, components, and instructional delivery methods/strategies. 
 · Provides high-quality staff development programs to improve pupil management and instructional 

skills (e.g., coaching, communities of practice, consultation, mentoring, etc.). 
 · Uses longitudinal analysis of test results to identify emerging student needs, relationships between 

interventions, achievements, and time forecasts for students to master expected skills. 
 · Helps students develop educational goals that are attainable, measurable, relevant, and specific. 
 · Guides staff in the use of assessment strategies to gauge student progress. Identifies performance 

gaps and trends. Helps prioritize core performance objectives. Helps staff identify specific 
techniques, interventions, and aligned resources best suited for each student. 

 · Advocates for students. Supports access to inclusive educational opportunities for all students. 
 · Uses positive behavioral interventions and supports to maintain discipline. Helps students acquire 

appropriate functional skills (e.g., communication, self-regulation, socialization, etc.). 
 · Maintains effective document and records management systems. Prepares timely files. Monitors 

reporting deadlines. Complies with district records retention and disposal policies. 
 · Helps manage mandated testing programs. Maintains test security. Helps analyze test results. 
 
  2. Diligently attends to job details. Pursues quality results. Performs all aspects of the job. 
 · Maintains respectful relationships with co-workers and supports a cohesive team effort. 
 · Wears work attire appropriate for the position. 
 · Respects privacy. Ensures the veracity and security of confidential information. 
 · Sustains an acceptable attendance record. Consistently complies with established work schedules. 
 
  3. Maintains open/effective communications. Serves as a reliable information resource. 
 · Encourages relationships that enhance public support for the district. 
 · Refers administrative procedure and district policy questions to an appropriate administrator. 
 · Supports equality, diversity, and inclusion. Uses tact and diplomacy to resolve differences fairly. 
 
  4. Pursues opportunities to enhance job knowledge and skill proficiency. 
 · Keeps current with standards and practices associated with work duties. 
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 · Updates skills as needed to use task-appropriate technology effectively. 
 
  5. Keeps current with emergency preparedness and response procedures. 
 · Complies with health and safety protocols to mitigate workplace risks. 
 · Protects district property. Takes precautions to prevent the loss of equipment and supplies. 
 · Takes action to address harassment or aggressive behavior. Complies with all legal statutes when 

dealing with discrimination, inappropriate behavior, or suspected child abuse/neglect. 
 
  6. Performs other specific job-related duties as directed. 
 · Helps implement district strategies to advance organizational goals. 
 
Performance  Employee performance is evaluated according to applicable law, board policies, contractual  
Evaluation:  agreements, and district administrative procedures. 
 
Working  The district offers equal employment opportunity without regard to age, color, disability, genetic 
Conditions:  information, military status, national origin, race, religion, sex (including gender identity, pregnancy, 

and sexual orientation), or any other legally protected category. 
 
  The district maintains a drug and alcohol-free work environment to prevent the adverse impact of 

substance abuse on employee performance and, to protect the rights of co-workers and the public. 
 
  Safety is essential to job performance. All employees are required to comply with workplace 

health/safety regulations and district policies when duties entail any of the following situations: 
 
   Encounters with aggressive, angry, rude, or unpleasant individuals. 
   Exposure to air-borne particulates, chemicals, combustible materials, electrical hazards, 
   loud noises, moving mechanical parts, odors, slippery/uneven surfaces, etc. 
   Exposure to blood-borne pathogens or contagious diseases. 
   Exposure to severe weather conditions or temperature extremes. 
   Movements that require balancing, bending, climbing, crouching, kneeling, or reaching. 
   Operating or riding in a vehicle. Working in or near vehicular traffic. 
   Performing tasks that require complex sequencing, dexterity, strength, stamina, etc. 
   Traveling to meetings and work assignments. 
   Working at heights, in confined spaces, or under diminished/variable lighting. 
 
  This job description document does not establish a contract or alter board-authorized employment 

agreements. Employee benefits, classifications, contract durations, skill sets, wage rates, and work 
schedules may vary by assignment. This summary document describes typical job functions and 
does not represent an exhaustive list of all possible work responsibilities. 

 
  Employee duties may change in response to collective bargaining agreements, funding variables, 

modified operating procedures, program/service adjustments, regulatory compliance, technological 
innovations, and unforeseen events. 

 
  © 2022 All Rights Reserved  



BRECKSVILLE-BROADVIEW HEIGHTS CITY SCHOOL DISTRICT 
JOB DESCRIPTION 

 
Title:  LIBRARY/MEDIA SPECIALIST File 303 
 
Reports to:  Assigned administrator/supervisor 
 
Job Objective:  Teaches and promotes the effective use of library/media resources. 
 
Minimum · Holds/maintains required Ohio Department of Education credentials. 
Qualifications: · Ability to develop and implement clear pathways to successfully achieve program objectives. 
 · Acts according to the Licensure Code of Professional Conduct for Ohio Educators. 
 · Comprehensive knowledge of digital technologies and best practices in an academic environment. 
 · Demonstrated leadership abilities and a willingness to take on challenging tasks. 
 · Embraces high-performance standards (e.g., engagement, proficiency, resilience, etc.). 
 · Maintains a record free of criminal violations that prohibit public school employment. 
  Preferred Attributes: Active listening, creative problem solving, and good time management skills. 
 
  Physical Demand Level1: Light strength (occasionally lifting/carrying 11 to 25 lbs.). Duties require 

communicating verbally, far/near visual acuity, fine/gross manipulation, reaching at or below 
shoulder height and overhead, standing/walking, stooping, and using a traditional keyboard. 

   1 Based on U.S. Department of Labor documentation of physical demand characteristics. 
 
  Note: Legally acceptable alternative qualifications, additional assignment-specific skills, and other 

physical demands deemed appropriate by the board may be delineated at the time of appointment. 
 
Essential  1. Provides library/media leadership as a program coordinator, teacher, collaborative 
Functions:   instructional partner, and information specialist. Helps staff and students effectively use 

information, media, and technology resources. 
 · Manages the school library staff, budget, and physical/virtual spaces.  
 · Helps the learning community acquire critical thinking and competent research skills. 
 · Plans and provides an inclusive and engaging learning environment. 
 · Uses a variety of strategies to introduce library/media resources and enhance students and staff 

skills (e.g., computer equipment/programs, organizing and accessing stored work, e-learning 
resources, E-mails, peer communication/collaboration, tracking progress, websites, etc.).  

· Encourage enthusiasm for books, reading and life-long learning. 
 · Helps learners with computers, peripherals, videos, CD-ROMs, audiotapes, etc.).  
 · Teaches and guides students in the use of the Internet/Web-related technologies (e.g., digital tools, 

online catalogs, classroom blogs, compilation sites, WebQuests, etc.). 
 · Teaches collaboration and assessment skills to help learners to successfully evaluate work results. 
 · Helps students develop educational goals that are attainable, measurable, relevant, and specific. 
 · Explores and introduces new technology tools to supplement school resources. 
 · Conducts library and technology orientation classes. 
 · Serves as a role model. Promotes and teaches digital citizenship, internet safety and adherence to 

copyright and fair use requirements. 
 · Helps assess student readiness skills and access age/skill-appropriate learning experiences. 
 · Uses positive behavioral interventions and supports to maintain discipline. Helps students acquire 

appropriate functional skills (e.g., communication, self-regulation, socialization, etc.). 
 · Responds to technical support requests. Assists students as needed to access stored work, e-

learning resources, peer communication/collaboration, track progress, etc. 
 · Maintains an orderly circulation system/online library catalog (WorkFlows). Catalogs acquisitions. 

Keeps books, reference materials and other items properly shelved. Maintains the school’s 
electronic library media resources. 

 · Processes loans/returns. Prepares overdue notices. Reserves teacher-requested materials. 
 · Participates in team meetings. Uses comprehensive assessments to obtain objective student data. 

Plans services relevant to needs. Supports student access to inclusive educational opportunities. 
 · Helps students identify additional library/media and distance learning resources in the community. 
 · Updates the library/media collection in compliance with the district’s instructional materials and 

equipment selection policy. Prepares an end-of-year fixed asset inventory report. 
 · Periodically reviews medical alerts or emergency authorization forms when applicable (i.e. field 

trips, supplemental program activities, etc.). 
 · Maintains effective document and records management systems. Prepares timely files. Monitors 
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 · reporting deadlines. Complies with district records retention and disposal policies. 
 
  2. Diligently attends to job details. Pursues quality results. Performs all aspects of the job. 
 · Maintains respectful relationships with co-workers and supports a cohesive team effort. 
 · Wears work attire appropriate for the position. 
 · Respects privacy. Ensures the veracity and security of confidential information. 
 · Sustains an acceptable attendance record. Consistently complies with established work schedules. 
 
  3. Maintains open/effective communications. Serves as a reliable information resource. 
 · Encourages relationships that enhance public support for the district. 
 · Refers administrative procedure and district policy questions to an appropriate administrator. 
 · Supports equality, diversity, and inclusion. Uses tact and diplomacy to resolve differences fairly. 
 
  4. Pursues opportunities to enhance job knowledge and skill proficiency. 
 · Keeps current with standards and practices associated with work duties. 
 · Updates skills as needed to use task-appropriate technology effectively. 
 
  5. Keeps current with emergency preparedness and response procedures. 
 · Complies with health and safety protocols to mitigate workplace risks. 
 · Protects district property. Takes precautions to prevent the loss of equipment and supplies. 
 · Takes action to address harassment or aggressive behavior. Complies with all legal statutes when 

dealing with discrimination, inappropriate behavior, or suspected child abuse/neglect. 
 
  6. Performs other specific job-related duties as directed. 
 · Helps implement district strategies to advance organizational goals. 
 
Performance  Employee performance is evaluated according to applicable law, board policies, contractual  
Evaluation:  agreements, and district administrative procedures. 
 
Working  The district offers equal employment opportunity without regard to age, color, disability, genetic 
Conditions:  information, military status, national origin, race, religion, sex (including gender identity, pregnancy, 

and sexual orientation), or any other legally protected category. 
 
  The district maintains a drug and alcohol-free work environment to prevent the adverse impact of 

substance abuse on employee performance and, to protect the rights of co-workers and the public. 
 
  Safety is essential to job performance. All employees are required to comply with workplace 

health/safety regulations and district policies when duties entail any of the following situations: 
 
   Encounters with aggressive, angry, rude, or unpleasant individuals. 
   Exposure to air-borne particulates, chemicals, combustible materials, electrical hazards, 
   loud noises, moving mechanical parts, odors, slippery/uneven surfaces, etc. 
   Exposure to blood-borne pathogens or contagious diseases. 
   Exposure to severe weather conditions or temperature extremes. 
   Movements that require balancing, bending, climbing, crouching, kneeling, or reaching. 
   Operating or riding in a vehicle. Working in or near vehicular traffic. 
   Performing tasks that require complex sequencing, dexterity, strength, stamina, etc. 
   Traveling to meetings and work assignments. 
   Working at heights, in confined spaces, or under diminished/variable lighting. 
 
  This job description document does not establish a contract or alter board-authorized employment 

agreements. Employee benefits, classifications, contract durations, skill sets, wage rates, and work 
schedules may vary by assignment. This summary document describes typical job functions and 
does not represent an exhaustive list of all possible work responsibilities. 

 
  Employee duties may change in response to collective bargaining agreements, funding variables, 

modified operating procedures, program/service adjustments, regulatory compliance, technological 
innovations, and unforeseen events. 

 
  © 2022 All Rights Reserved  



BRECKSVILLE-BROADVIEW HEIGHTS CITY SCHOOL DISTRICT 
JOB DESCRIPTION 

 
Title:  LITERACY COACH File 304 
 
Reports to:  Assigned administrator/supervisor 
 
Job Objective:  Provides teaching-learning leadership and staff support for the continuous improvement of student 

performance in reading, writing, communication, and content-area achievement. 
 
Minimum · Holds/maintains required Ohio Department of Education credentials. 
Qualifications: · Acts according to the Licensure Code of Professional Conduct for Ohio Educators. 
 · Embraces high-performance standards (e.g., engagement, proficiency, resilience, etc.). 
 · Maintains a record free of criminal violations that prohibit public school employment. 
  Preferred Attributes: Active listening, creative problem solving, and good time management skills. 
 
  Physical Demand Level1: Sedentary strength (seldom lifting/carrying more than 11 lbs.). Duties 

require communicating verbally, far/near visual acuity, fine/gross manipulation, reaching at or below 
shoulder height, standing/walking, stooping, and using a traditional keyboard. 

   1 Based on U.S. Department of Labor documentation of physical demand characteristics. 
 
  Note: Legally acceptable alternative qualifications, additional assignment-specific skills, and other 

physical demands deemed appropriate by the board may be delineated at the time of appointment. 
 
Essential  1. Guides the implementation of literacy programs. Acts as a catalyst to help staff use best 
Functions:  best practices in lesson design and classroom delivery. 
 · Keeps current with educational research, state standards/guideline, and school improvement 

priorities (e.g., curriculum alignment, data-driven continuous improvement plans, effective school 
management, evidence-based teaching/learning practices, positive school environments, etc.). 

 · Fosters an ethos of mutual respect, teamwork, and accountability at all system levels. 
 · Helps develop a unified curricular vision for literacy programs. Facilitates the assimilation of 

reading/language arts and literacy in all areas of the curriculum. Helps staff understand program 
format, components, and instructional delivery methods/strategies. 

 · Provides high-quality staff development programs to improve pupil management and instructional 
skills (e.g., coaching, communities of practice, consultation, mentoring, etc.). 

 · Uses longitudinal analysis of test results to identify emerging student needs, relationships between 
interventions, achievements, and time forecasts for students to master expected skills. 

 · Helps students develop educational goals that are attainable, measurable, relevant, and specific. 
 · Guides staff in the use of assessment strategies to gauge student progress. Identifies performance 

gaps and trends. Helps prioritize core performance objectives. Helps staff identify specific 
techniques, interventions, and aligned resources best suited for each student. 

 · Advocates for students. Supports access to inclusive educational opportunities for all students. 
 · Uses positive behavioral interventions and supports to maintain discipline. Helps students acquire 

appropriate functional skills (e.g., communication, self-regulation, socialization, etc.). 
 · Maintains effective document and records management systems. Prepares timely files. Monitors 

reporting deadlines. Complies with district records retention and disposal policies. 
 · Helps manage mandated testing programs. Maintains test security. Helps analyze test results. 
 
  2. Diligently attends to job details. Pursues quality results. Performs all aspects of the job. 
 · Maintains respectful relationships with co-workers and supports a cohesive team effort. 
 · Wears work attire appropriate for the position. 
 · Respects privacy. Ensures the veracity and security of confidential information. 
 · Sustains an acceptable attendance record. Consistently complies with established work schedules. 
 
  3. Maintains open/effective communications. Serves as a reliable information resource. 
 · Encourages relationships that enhance public support for the district. 
 · Refers administrative procedure and district policy questions to an appropriate administrator. 
 · Supports equality, diversity, and inclusion. Uses tact and diplomacy to resolve differences fairly. 
 
  4. Pursues opportunities to enhance job knowledge and skill proficiency. 
 · Keeps current with standards and practices associated with work duties. 
 · Updates skills as needed to use task-appropriate technology effectively. 
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  5. Keeps current with emergency preparedness and response procedures. 
 · Complies with health and safety protocols to mitigate workplace risks. 
 · Protects district property. Takes precautions to prevent the loss of equipment and supplies. 
 
 · Takes action to address harassment or aggressive behavior. Complies with all legal statutes when 

dealing with discrimination, inappropriate behavior, or suspected child abuse/neglect. 
 
  6. Performs other specific job-related duties as directed. 
 · Helps implement district strategies to advance organizational goals. 
 
Performance  Employee performance is evaluated according to applicable law, board policies, contractual  
Evaluation:  agreements, and district administrative procedures. 
 
Working  The district offers equal employment opportunity without regard to age, color, disability, genetic 
Conditions:  information, military status, national origin, race, religion, sex (including gender identity, pregnancy, 

and sexual orientation), or any other legally protected category. 
 
  The district maintains a drug and alcohol-free work environment to prevent the adverse impact of 

substance abuse on employee performance and, to protect the rights of co-workers and the public. 
 
  Safety is essential to job performance. All employees are required to comply with workplace 

health/safety regulations and district policies when duties entail any of the following situations: 
 
   Encounters with aggressive, angry, rude, or unpleasant individuals. 
   Exposure to air-borne particulates, chemicals, combustible materials, electrical hazards, 
   loud noises, moving mechanical parts, odors, slippery/uneven surfaces, etc. 
   Exposure to blood-borne pathogens or contagious diseases. 
   Exposure to severe weather conditions or temperature extremes. 
   Movements that require balancing, bending, climbing, crouching, kneeling, or reaching. 
   Operating or riding in a vehicle. Working in or near vehicular traffic. 
   Performing tasks that require complex sequencing, dexterity, strength, stamina, etc. 
   Traveling to meetings and work assignments. 
   Working at heights, in confined spaces, or under diminished/variable lighting. 
 
  This job description document does not establish a contract or alter board-authorized employment 

agreements. Employee benefits, classifications, contract durations, skill sets, wage rates, and work 
schedules may vary by assignment. This summary document describes typical job functions and 
does not represent an exhaustive list of all possible work responsibilities. 

 
  Employee duties may change in response to collective bargaining agreements, funding variables, 

modified operating procedures, program/service adjustments, regulatory compliance, technological 
innovations, and unforeseen events. 

 
  © 2022 All Rights Reserved  



BRECKSVILLE-BROADVIEW HEIGHTS CITY SCHOOL DISTRICT 
JOB DESCRIPTION 

 
Title:  MATH COACH File 305 
 
Reports to:  Assigned administrator/supervisor 
 
Job Objective:  Provides teaching-learning leadership and staff support for the continuous improvement of student 

math performance and content-area achievement. 
 
Minimum · Holds/maintains required Ohio Department of Education credentials. 
Qualifications: · Acts according to the Licensure Code of Professional Conduct for Ohio Educators. 
 · Embraces high-performance standards (e.g., engagement, proficiency, resilience, etc.). 
 · Maintains a record free of criminal violations that prohibit public school employment. 
  Preferred Attributes: Active listening, creative problem solving, and good time management skills. 
 
  Physical Demand Level1: Sedentary strength (seldom lifting/carrying more than 11 lbs.). Duties 

require communicating verbally, far/near visual acuity, fine/gross manipulation, reaching at or below 
shoulder height, standing/walking, stooping, and using a traditional keyboard. 

   1 Based on U.S. Department of Labor documentation of physical demand characteristics. 
 
  Note: Legally acceptable alternative qualifications, additional assignment-specific skills, and other 

physical demands deemed appropriate by the board may be delineated at the time of appointment. 
 
Essential  1. Guides the implementation of mathematics programs. Acts as a catalyst to help staff use 
Functions:  best practices in lesson design and classroom delivery. 
 · Keeps current with educational research, state standards/guideline, and school improvement 

priorities (e.g., curriculum alignment, data-driven continuous improvement plans, effective school 
management, evidence-based teaching/learning practices, positive school environments, etc.). 

 · Fosters an ethos of mutual respect, teamwork, and accountability at all system levels. 
 · Helps develop a unified curricular vision for mathematics programs. Facilitates the assimilation of 

mathematics in all areas of the curriculum. Helps staff understand program format, components, 
and instructional delivery methods/strategies. 

 · Provides high-quality staff development programs to improve pupil management and instructional 
skills (e.g., coaching, communities of practice, consultation, mentoring, etc.). 

 · Uses longitudinal analysis of test results to identify emerging student needs, relationships between 
interventions, achievements, and time forecasts for students to master expected skills. 

 · Helps students develop educational goals that are attainable, measurable, relevant, and specific. 
 · Guides staff in the use of assessment strategies to gauge student progress. Identifies performance 

gaps and trends. Helps prioritize core performance objectives. Helps staff identify specific 
techniques, interventions, and aligned resources best suited for each student. 

 · Advocates for students. Supports access to inclusive educational opportunities for all students. 
 · Uses positive behavioral interventions and supports to maintain discipline. Helps students acquire 

appropriate functional skills (e.g., communication, self-regulation, socialization, etc.). 
 · Maintains effective document and records management systems. Prepares timely files. Monitors 

reporting deadlines. Complies with district records retention and disposal policies. 
 · Helps manage mandated testing programs. Maintains test security. Helps analyze test results. 
 
  2. Diligently attends to job details. Pursues quality results. Performs all aspects of the job. 
 · Maintains respectful relationships with co-workers and supports a cohesive team effort. 
 · Wears work attire appropriate for the position. 
 · Respects privacy. Ensures the veracity and security of confidential information. 
 · Sustains an acceptable attendance record. Consistently complies with established work schedules. 
 
  3. Maintains open/effective communications. Serves as a reliable information resource. 
 · Encourages relationships that enhance public support for the district. 
 · Refers administrative procedure and district policy questions to an appropriate administrator. 
 · Supports equality, diversity, and inclusion. Uses tact and diplomacy to resolve differences fairly. 
 
  4. Pursues opportunities to enhance job knowledge and skill proficiency. 
 · Keeps current with standards and practices associated with work duties. 
 · Updates skills as needed to use task-appropriate technology effectively. 



MATH COACH   Page 2 of 2 
 
  5. Keeps current with emergency preparedness and response procedures. 
 · Complies with health and safety protocols to mitigate workplace risks. 
 · Protects district property. Takes precautions to prevent the loss of equipment and supplies. 
 
 · Takes action to address harassment or aggressive behavior. Complies with all legal statutes when 

dealing with discrimination, inappropriate behavior, or suspected child abuse/neglect. 
 
  6. Performs other specific job-related duties as directed. 
 · Helps implement district strategies to advance organizational goals. 
 
Performance  Employee performance is evaluated according to applicable law, board policies, contractual  
Evaluation:  agreements, and district administrative procedures. 
 
Working  The district offers equal employment opportunity without regard to age, color, disability, genetic 
Conditions:  information, military status, national origin, race, religion, sex (including gender identity, pregnancy, 

and sexual orientation), or any other legally protected category. 
 
  The district maintains a drug and alcohol-free work environment to prevent the adverse impact of 

substance abuse on employee performance and, to protect the rights of co-workers and the public. 
 
  Safety is essential to job performance. All employees are required to comply with workplace 

health/safety regulations and district policies when duties entail any of the following situations: 
 
   Encounters with aggressive, angry, rude, or unpleasant individuals. 
   Exposure to air-borne particulates, chemicals, combustible materials, electrical hazards, 
   loud noises, moving mechanical parts, odors, slippery/uneven surfaces, etc. 
   Exposure to blood-borne pathogens or contagious diseases. 
   Exposure to severe weather conditions or temperature extremes. 
   Movements that require balancing, bending, climbing, crouching, kneeling, or reaching. 
   Operating or riding in a vehicle. Working in or near vehicular traffic. 
   Performing tasks that require complex sequencing, dexterity, strength, stamina, etc. 
   Traveling to meetings and work assignments. 
   Working at heights, in confined spaces, or under diminished/variable lighting. 
 
  This job description document does not establish a contract or alter board-authorized employment 

agreements. Employee benefits, classifications, contract durations, skill sets, wage rates, and work 
schedules may vary by assignment. This summary document describes typical job functions and 
does not represent an exhaustive list of all possible work responsibilities. 

 
  Employee duties may change in response to collective bargaining agreements, funding variables, 

modified operating procedures, program/service adjustments, regulatory compliance, technological 
innovations, and unforeseen events. 

 
  © 2022 All Rights Reserved  



BRECKSVILLE-BROADVIEW HEIGHTS CITY SCHOOL DISTRICT 
JOB DESCRIPTION 

 
Title:  READING COACH File 306 
 
Reports to:  Assigned administrator/supervisor 
 
Job Objective:  Provides teaching-learning leadership and staff support for the continuous improvement of student 

performance in reading/language arts and content-area achievement. 
 
Minimum · Holds/maintains required Ohio Department of Education credentials. 
Qualifications: · Acts according to the Licensure Code of Professional Conduct for Ohio Educators. 
 · Embraces high-performance standards (e.g., engagement, proficiency, resilience, etc.). 
 · Maintains a record free of criminal violations that prohibit public school employment. 
  Preferred Attributes: Active listening, creative problem solving, and good time management skills. 
 
  Physical Demand Level1: Sedentary strength (seldom lifting/carrying more than 11 lbs.). Duties 

require communicating verbally, far/near visual acuity, fine/gross manipulation, reaching at or below 
shoulder height, standing/walking, stooping, and using a traditional keyboard. 

   1 Based on U.S. Department of Labor documentation of physical demand characteristics. 
 
  Note: Legally acceptable alternative qualifications, additional assignment-specific skills, and other 

physical demands deemed appropriate by the board may be delineated at the time of appointment. 
 
Essential  1. Guides the implementation of reading/language arts programs. Acts as a catalyst to help 
Functions:  staff use best practices in lesson design and classroom delivery. 
 · Keeps current with educational research, state standards/guideline, and school improvement 

priorities (e.g., curriculum alignment, data-driven continuous improvement plans, effective school 
management, evidence-based teaching/learning practices, positive school environments, etc.). 

 · Fosters an ethos of mutual respect, teamwork, and accountability at all system levels. 
 · Helps develop a unified curricular vision for reading/language arts programs. Facilitates the 

assimilation of reading/language arts in all areas of the curriculum. Helps staff understand program 
format, components, and instructional delivery methods/strategies. 

 · Provides high-quality staff development programs to improve pupil management and instructional 
skills (e.g., coaching, communities of practice, consultation, mentoring, etc.). 

 · Uses longitudinal analysis of test results to identify emerging student needs, relationships between 
interventions, achievements, and time forecasts for students to master expected skills. 

 · Helps students develop educational goals that are attainable, measurable, relevant, and specific. 
 · Guides staff in the use of assessment strategies to gauge student progress. Identifies performance 

gaps and trends. Helps prioritize core performance objectives. Helps staff identify specific 
techniques, interventions, and aligned resources best suited for each student. 

 · Advocates for students. Supports access to inclusive educational opportunities for all students. 
 · Uses positive behavioral interventions and supports to maintain discipline. Helps students acquire 

appropriate functional skills (e.g., communication, self-regulation, socialization, etc.). 
 · Maintains effective document and records management systems. Prepares timely files. Monitors 

reporting deadlines. Complies with district records retention and disposal policies. 
 · Helps manage mandated testing programs. Maintains test security. Helps analyze test results. 
 
  2. Diligently attends to job details. Pursues quality results. Performs all aspects of the job. 
 · Maintains respectful relationships with co-workers and supports a cohesive team effort. 
 · Wears work attire appropriate for the position. 
 · Respects privacy. Ensures the veracity and security of confidential information. 
 · Sustains an acceptable attendance record. Consistently complies with established work schedules. 
 
  3. Maintains open/effective communications. Serves as a reliable information resource. 
 · Encourages relationships that enhance public support for the district. 
 · Refers administrative procedure and district policy questions to an appropriate administrator. 
 · Supports equality, diversity, and inclusion. Uses tact and diplomacy to resolve differences fairly. 
 
  4. Pursues opportunities to enhance job knowledge and skill proficiency. 
 · Keeps current with standards and practices associated with work duties. 
 · Updates skills as needed to use task-appropriate technology effectively. 
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  5. Keeps current with emergency preparedness and response procedures. 
 · Complies with health and safety protocols to mitigate workplace risks. 
 · Protects district property. Takes precautions to prevent the loss of equipment and supplies. 
 
 · Takes action to address harassment or aggressive behavior. Complies with all legal statutes when 

dealing with discrimination, inappropriate behavior, or suspected child abuse/neglect. 
 
  6. Performs other specific job-related duties as directed. 
 · Helps implement district strategies to advance organizational goals. 
 
Performance  Employee performance is evaluated according to applicable law, board policies, contractual  
Evaluation:  agreements, and district administrative procedures. 
 
Working  The district offers equal employment opportunity without regard to age, color, disability, genetic 
Conditions:  information, military status, national origin, race, religion, sex (including gender identity, pregnancy, 

and sexual orientation), or any other legally protected category. 
 
  The district maintains a drug and alcohol-free work environment to prevent the adverse impact of 

substance abuse on employee performance and, to protect the rights of co-workers and the public. 
 
  Safety is essential to job performance. All employees are required to comply with workplace 

health/safety regulations and district policies when duties entail any of the following situations: 
 
   Encounters with aggressive, angry, rude, or unpleasant individuals. 
   Exposure to air-borne particulates, chemicals, combustible materials, electrical hazards, 
   loud noises, moving mechanical parts, odors, slippery/uneven surfaces, etc. 
   Exposure to blood-borne pathogens or contagious diseases. 
   Exposure to severe weather conditions or temperature extremes. 
   Movements that require balancing, bending, climbing, crouching, kneeling, or reaching. 
   Operating or riding in a vehicle. Working in or near vehicular traffic. 
   Performing tasks that require complex sequencing, dexterity, strength, stamina, etc. 
   Traveling to meetings and work assignments. 
   Working at heights, in confined spaces, or under diminished/variable lighting. 
 
  This job description document does not establish a contract or alter board-authorized employment 

agreements. Employee benefits, classifications, contract durations, skill sets, wage rates, and work 
schedules may vary by assignment. This summary document describes typical job functions and 
does not represent an exhaustive list of all possible work responsibilities. 

 
  Employee duties may change in response to collective bargaining agreements, funding variables, 

modified operating procedures, program/service adjustments, regulatory compliance, technological 
innovations, and unforeseen events. 
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BRECKSVILLE-BROADVIEW HEIGHTS CITY SCHOOL DISTRICT 
JOB DESCRIPTION 

 
Title:  ELEMENTARY SCHOOL COUNSELOR File 307 
 
Reports to:  Assigned administrator/supervisor 
 
Job Objective:  Plans and implements a comprehensive developmental school counseling program. 
 
Minimum · Holds/maintains required Ohio Department of Education credentials. 
Qualifications: · Acts according to the Licensure Code of Professional Conduct for Ohio Educators. 
 · Embraces high-performance standards (e.g., engagement, proficiency, resilience, etc.). 
 · Maintains a record free of criminal violations that prohibit public school employment. 
  Preferred Attributes: Active listening, creative problem solving, and good time management skills. 
 
  Physical Demand Level1: Sedentary strength (seldom lifting/carrying more than 11 lbs.). Duties 

require communicating verbally, far/near visual acuity, fine/gross manipulation, reaching at or below 
shoulder height, standing/walking, and using a traditional keyboard. 

   1 Based on U.S. Department of Labor documentation of physical demand characteristics. 
 
  Note: Legally acceptable alternative qualifications, additional assignment-specific skills, and other 

physical demands deemed appropriate by the board may be delineated at the time of appointment. 
 
Essential  1. Provides student counseling services that enhance decision-making skills that support 
Functions:  academic and social/emotional growth. Facilitates transitional planning activities. 
 · Supports student competence/confidence as learners and social-emotional skill development. 
 · Implements structured student core ethical values education. 
 · Helps students understand the interrelationships between citizenship, school, work, and family life. 
 · Monitors students struggling with academic, behavioral, and/or social-emotional concerns. 
 · Serves as a member of the district crisis management response team. 
 · Provides individual and small group short-term goal-focused counseling. 
 · Helps develop strategies to improve at-risk student attendance and active participation. 
 · Participates in a differentiated referral system (i.e., informal intervention process) that allows 

staff/parents to request a consultation and/or student evaluation. Prepares 504 plans. 
 · Helps families and staff understand how intervention services support the educational program. 
 · Helps students develop educational goals that are attainable, measurable, relevant, and specific. 
 · Participates in team meetings. Uses comprehensive assessments to obtain objective student data. 

Plans services relevant to needs. Supports student access to inclusive educational opportunities. 
 · Uses positive behavioral interventions and supports to maintain discipline. Helps students acquire 

appropriate functional skills (e.g., communication, self-regulation, socialization, etc.). 
 · Encourages student creativity, critical thinking, cultural awareness, democratic values, empathy, 

ethical behavior, and self-reliance. 
 · Periodically reviews medical alerts or emergency authorization forms when applicable (i.e. field 

trips, supplemental program activities, etc.). 
 · Maintains effective document and records management systems. Prepares timely files. Monitors 

reporting deadlines. Complies with district records retention and disposal policies. 
 · Helps manage mandated testing programs. Maintains test security. Helps analyze test results. 
 
  2. Diligently attends to job details. Pursues quality results. Performs all aspects of the job. 
 · Maintains respectful relationships with co-workers and supports a cohesive team effort. 
 · Wears work attire appropriate for the position. 
 · Respects privacy. Ensures the veracity and security of confidential information. 
 · Sustains an acceptable attendance record. Consistently complies with established work schedules. 
 
  3. Maintains open/effective communications. Serves as a reliable information resource. 
 · Encourages relationships that enhance public support for the district. 
 · Refers administrative procedure and district policy questions to an appropriate administrator. 
 · Supports equality, diversity, and inclusion. Uses tact and diplomacy to resolve differences fairly. 
 
  4. Pursues opportunities to enhance job knowledge and skill proficiency. 
 · Keeps current with standards and practices associated with work duties. 
 · Updates skills as needed to use task-appropriate technology effectively. 
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  5. Keeps current with emergency preparedness and response procedures. 
 · Complies with health and safety protocols to mitigate workplace risks. 
 · Protects district property. Takes precautions to prevent the loss of equipment and supplies. 
 · Takes action to address harassment or aggressive behavior. Complies with all legal statutes when 

dealing with discrimination, inappropriate behavior, or suspected child abuse/neglect. 
 
  6. Performs other specific job-related duties as directed. 
 · Helps implement district strategies to advance organizational goals. 
 
Performance  Employee performance is evaluated according to applicable law, board policies, contractual  
Evaluation:  agreements, and district administrative procedures. 
 
Working  The district offers equal employment opportunity without regard to age, color, disability, genetic 
Conditions:  information, military status, national origin, race, religion, sex (including gender identity, pregnancy, 

and sexual orientation), or any other legally protected category. 
 
  The district maintains a drug and alcohol-free work environment to prevent the adverse impact of 

substance abuse on employee performance and, to protect the rights of co-workers and the public. 
 
  Safety is essential to job performance. All employees are required to comply with workplace 

health/safety regulations and district policies when duties entail any of the following situations: 
 
   Encounters with aggressive, angry, rude, or unpleasant individuals. 
   Exposure to air-borne particulates, chemicals, combustible materials, electrical hazards, 
   loud noises, moving mechanical parts, odors, slippery/uneven surfaces, etc. 
   Exposure to blood-borne pathogens or contagious diseases. 
   Exposure to severe weather conditions or temperature extremes. 
   Movements that require balancing, bending, climbing, crouching, kneeling, or reaching. 
   Operating or riding in a vehicle. Working in or near vehicular traffic. 
   Performing tasks that require complex sequencing, dexterity, strength, stamina, etc. 
   Traveling to meetings and work assignments. 
   Working at heights, in confined spaces, or under diminished/variable lighting. 
 
  This job description document does not establish a contract or alter board-authorized employment 

agreements. Employee benefits, classifications, contract durations, skill sets, wage rates, and work 
schedules may vary by assignment. This summary document describes typical job functions and 
does not represent an exhaustive list of all possible work responsibilities. 

 
  Employee duties may change in response to collective bargaining agreements, funding variables, 

modified operating procedures, program/service adjustments, regulatory compliance, technological 
innovations, and unforeseen events. 

 
  © 2022 All Rights Reserved  



BRECKSVILLE-BROADVIEW HEIGHTS CITY SCHOOL DISTRICT 
JOB DESCRIPTION 

 
Title:  HIGH SCHOOL COUNSELOR File 308 
 
Reports to:  Assigned administrator/supervisor 
 
Job Objective:  Plans and implements a comprehensive developmental school counseling program. 
 
Minimum · Holds/maintains required Ohio Department of Education credentials. 
Qualifications: · Acts according to the Licensure Code of Professional Conduct for Ohio Educators. 
 · Embraces high-performance standards (e.g., engagement, proficiency, resilience, etc.). 
 · Maintains a record free of criminal violations that prohibit public school employment. 
  Preferred Attributes: Active listening, creative problem solving, and good time management skills. 
 
  Physical Demand Level1: Sedentary strength (seldom lifting/carrying more than 11 lbs.). Duties 

require communicating verbally, far/near visual acuity, fine/gross manipulation, reaching at or below 
shoulder height, standing/walking, and using a traditional keyboard. 

   1 Based on U.S. Department of Labor documentation of physical demand characteristics. 
 
  Note: Legally acceptable alternative qualifications, additional assignment-specific skills, and other 

physical demands deemed appropriate by the board may be delineated at the time of appointment. 
 
Essential  1. Provides student counseling services that enhance decision-making skills that support 
Functions:  academic and social/emotional growth. Facilitates transitional planning activities. 
 · Coordinates the development of the master schedule and curriculum guides. 
 · Monitors students struggling with academic, behavioral, and/or social-emotional concerns. 
 · Serves as a member of the district crisis management response team. 
 · Provides individual and small group short-term goal-focused counseling. 
 · Helps develop strategies to improve at-risk student attendance and active participation. 
 · Participates in a differentiated referral system (i.e., informal intervention process) that allows 

staff/parents to request a consultation and/or student evaluation. Prepares 504 plans. 
 · Helps families and staff understand how intervention services support the educational program. 
 · Monitors academic eligibility for student participation in athletic programs. 
 · Helps students develop educational goals that are attainable, measurable, relevant, and specific. 
 · Participates in team meetings. Uses comprehensive assessments to obtain objective student data. 

Plans services relevant to needs. Supports student access to inclusive educational opportunities. 
 · Helps students identify personal competencies/interests. Helps students use career resource 

materials to understand academic requirements associated with post-secondary objectives. 
 · Facilitates student exploration and enrollment in career-technical programs. 
 · Maintains post-secondary resource files (e.g., college/university, proprietary institutions, technical 

schools; military services, etc.). Updates scholarship and financial aid information. 
 · Coordinates student readiness planning and testing activities (e.g., ACT, Aspire, SAT, etc.). 
 · Uses positive behavioral interventions and supports to maintain discipline. Helps students acquire 

appropriate functional skills (e.g., communication, self-regulation, socialization, etc.). 
 · Encourages student creativity, critical thinking, cultural awareness, democratic values, empathy, 

ethical behavior, and self-reliance. 
 · Periodically reviews medical alerts or emergency authorization forms when applicable (i.e. field 

trips, supplemental program activities, etc.). 
 · Maintains effective document and records management systems. Prepares timely files. Monitors 

reporting deadlines. Complies with district records retention and disposal policies. 
 · Helps manage mandated testing programs. Maintains test security. Helps analyze test results. 
 
  2. Diligently attends to job details. Pursues quality results. Performs all aspects of the job. 
 · Maintains respectful relationships with co-workers and supports a cohesive team effort. 
 · Wears work attire appropriate for the position. 
 · Respects privacy. Ensures the veracity and security of confidential information. 
 · Sustains an acceptable attendance record. Consistently complies with established work schedules. 
 
  3. Maintains open/effective communications. Serves as a reliable information resource. 
 · Encourages relationships that enhance public support for the district. 
 · Refers administrative procedure and district policy questions to an appropriate administrator. 
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 · Supports equality, diversity, and inclusion. Uses tact and diplomacy to resolve differences fairly. 
 
  4. Pursues opportunities to enhance job knowledge and skill proficiency. 
 · Keeps current with standards and practices associated with work duties. 
 · Updates skills as needed to use task-appropriate technology effectively. 
 
  5. Keeps current with emergency preparedness and response procedures. 
 · Complies with health and safety protocols to mitigate workplace risks. 
 · Protects district property. Takes precautions to prevent the loss of equipment and supplies. 
 · Takes action to address harassment or aggressive behavior. Complies with all legal statutes when 

dealing with discrimination, inappropriate behavior, or suspected child abuse/neglect. 
 
  6. Performs other specific job-related duties as directed. 
 · Helps implement district strategies to advance organizational goals. 
 
Performance  Employee performance is evaluated according to applicable law, board policies, contractual  
Evaluation:  agreements, and district administrative procedures. 
 
Working  The district offers equal employment opportunity without regard to age, color, disability, genetic 
Conditions:  information, military status, national origin, race, religion, sex (including gender identity, pregnancy, 

and sexual orientation), or any other legally protected category. 
 
  The district maintains a drug and alcohol-free work environment to prevent the adverse impact of 

substance abuse on employee performance and, to protect the rights of co-workers and the public. 
 
  Safety is essential to job performance. All employees are required to comply with workplace 

health/safety regulations and district policies when duties entail any of the following situations: 
 
   Encounters with aggressive, angry, rude, or unpleasant individuals. 
   Exposure to air-borne particulates, chemicals, combustible materials, electrical hazards, 
   loud noises, moving mechanical parts, odors, slippery/uneven surfaces, etc. 
   Exposure to blood-borne pathogens or contagious diseases. 
   Exposure to severe weather conditions or temperature extremes. 
   Movements that require balancing, bending, climbing, crouching, kneeling, or reaching. 
   Operating or riding in a vehicle. Working in or near vehicular traffic. 
   Performing tasks that require complex sequencing, dexterity, strength, stamina, etc. 
   Traveling to meetings and work assignments. 
   Working at heights, in confined spaces, or under diminished/variable lighting. 
 
  This job description document does not establish a contract or alter board-authorized employment 

agreements. Employee benefits, classifications, contract durations, skill sets, wage rates, and work 
schedules may vary by assignment. This summary document describes typical job functions and 
does not represent an exhaustive list of all possible work responsibilities. 

 
  Employee duties may change in response to collective bargaining agreements, funding variables, 

modified operating procedures, program/service adjustments, regulatory compliance, technological 
innovations, and unforeseen events. 

 
  © 2022 All Rights Reserved  



BRECKSVILLE-BROADVIEW HEIGHTS CITY SCHOOL DISTRICT 
JOB DESCRIPTION 

 
Title:  MIDDLE SCHOOL COUNSELOR File 309 
 
Reports to:  Assigned administrator/supervisor 
 
Job Objective:  Plans and implements a comprehensive developmental school counseling program. 
 
Minimum · Holds/maintains required Ohio Department of Education credentials. 
Qualifications: · Acts according to the Licensure Code of Professional Conduct for Ohio Educators. 
 · Embraces high-performance standards (e.g., engagement, proficiency, resilience, etc.). 
 · Maintains a record free of criminal violations that prohibit public school employment. 
  Preferred Attributes: Active listening, creative problem solving, and good time management skills. 
 
  Physical Demand Level1: Sedentary strength (seldom lifting/carrying more than 11 lbs.). Duties 

require communicating verbally, far/near visual acuity, fine/gross manipulation, reaching at or below 
shoulder height, standing/walking, and using a traditional keyboard. 

   1 Based on U.S. Department of Labor documentation of physical demand characteristics. 
 
  Note: Legally acceptable alternative qualifications, additional assignment-specific skills, and other 

physical demands deemed appropriate by the board may be delineated at the time of appointment. 
 
Essential  1. Provides student counseling services that enhance decision-making skills that support 
Functions:  academic and social/emotional growth. Facilitates transitional planning activities. 
 · Helps students recognize and understand peer pressure. Helps students develop self-confidence 

and reflect on risks and benefits associated with social-emotional situations. 
 · Monitors students struggling with academic, behavioral, and/or social-emotional concerns. 
 · Serves as a member of the district crisis management response team. 
 · Provides individual and small group short-term goal-focused counseling. 
 · Helps develop strategies to improve at-risk student attendance and active participation. 
 · Participates in a differentiated referral system (i.e., informal intervention process) that allows 

staff/parents to request a consultation and/or student evaluation. Prepares 504 plans. 
 · Helps families and staff understand how intervention services support the educational program. 
 · Helps students develop educational goals that are attainable, measurable, relevant, and specific. 
 · Participates in team meetings. Uses comprehensive assessments to obtain objective student data. 

Plans services relevant to needs. Supports student access to inclusive educational opportunities. 
 · Uses positive behavioral interventions and supports to maintain discipline. Helps students acquire 

appropriate functional skills (e.g., communication, self-regulation, socialization, etc.). 
 · Encourages student creativity, critical thinking, cultural awareness, democratic values, empathy, 

ethical behavior, and self-reliance. 
 · Periodically reviews medical alerts or emergency authorization forms when applicable (i.e. field 

trips, supplemental program activities, etc.). 
 · Maintains effective document and records management systems. Prepares timely files. Monitors 

reporting deadlines. Complies with district records retention and disposal policies. 
 · Helps manage mandated testing programs. Maintains test security. Helps analyze test results. 
 
  2. Diligently attends to job details. Pursues quality results. Performs all aspects of the job. 
 · Maintains respectful relationships with co-workers and supports a cohesive team effort. 
 · Wears work attire appropriate for the position. 
 · Respects privacy. Ensures the veracity and security of confidential information. 
 · Sustains an acceptable attendance record. Consistently complies with established work schedules. 
 
  3. Maintains open/effective communications. Serves as a reliable information resource. 
 · Encourages relationships that enhance public support for the district. 
 · Refers administrative procedure and district policy questions to an appropriate administrator. 
 · Supports equality, diversity, and inclusion. Uses tact and diplomacy to resolve differences fairly. 
 
  4. Pursues opportunities to enhance job knowledge and skill proficiency. 
 · Keeps current with standards and practices associated with work duties. 
 · Updates skills as needed to use task-appropriate technology effectively. 
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  5. Keeps current with emergency preparedness and response procedures. 
 · Complies with health and safety protocols to mitigate workplace risks. 
 · Protects district property. Takes precautions to prevent the loss of equipment and supplies. 
 · Takes action to address harassment or aggressive behavior. Complies with all legal statutes when 

dealing with discrimination, inappropriate behavior, or suspected child abuse/neglect. 
 
  6. Performs other specific job-related duties as directed. 
 · Helps implement district strategies to advance organizational goals. 
 
Performance  Employee performance is evaluated according to applicable law, board policies, contractual  
Evaluation:  agreements, and district administrative procedures. 
 
Working  The district offers equal employment opportunity without regard to age, color, disability, genetic 
Conditions:  information, military status, national origin, race, religion, sex (including gender identity, pregnancy, 

and sexual orientation), or any other legally protected category. 
 
  The district maintains a drug and alcohol-free work environment to prevent the adverse impact of 

substance abuse on employee performance and, to protect the rights of co-workers and the public. 
 
  Safety is essential to job performance. All employees are required to comply with workplace 

health/safety regulations and district policies when duties entail any of the following situations: 
 
   Encounters with aggressive, angry, rude, or unpleasant individuals. 
   Exposure to air-borne particulates, chemicals, combustible materials, electrical hazards, 
   loud noises, moving mechanical parts, odors, slippery/uneven surfaces, etc. 
   Exposure to blood-borne pathogens or contagious diseases. 
   Exposure to severe weather conditions or temperature extremes. 
   Movements that require balancing, bending, climbing, crouching, kneeling, or reaching. 
   Operating or riding in a vehicle. Working in or near vehicular traffic. 
   Performing tasks that require complex sequencing, dexterity, strength, stamina, etc. 
   Traveling to meetings and work assignments. 
   Working at heights, in confined spaces, or under diminished/variable lighting. 
 
  This job description document does not establish a contract or alter board-authorized employment 

agreements. Employee benefits, classifications, contract durations, skill sets, wage rates, and work 
schedules may vary by assignment. This summary document describes typical job functions and 
does not represent an exhaustive list of all possible work responsibilities. 

 
  Employee duties may change in response to collective bargaining agreements, funding variables, 

modified operating procedures, program/service adjustments, regulatory compliance, technological 
innovations, and unforeseen events. 

 
  © 2022 All Rights Reserved  



BRECKSVILLE-BROADVIEW HEIGHTS CITY SCHOOL DISTRICT 
JOB DESCRIPTION 

 
Title:  SCHOOL NURSE File 310 
 
Reports to:  Assigned administrator/supervisor 
 
Job Objective:  Plans/implements a comprehensive school health service program. Note: Student and staff 

treatment is limited to the evaluation of symptoms and administering emergency first aid. 
 
Minimum · Holds/maintains valid Ohio Board of Nursing and Ohio Department of Education Pupil Services 
Qualifications:  licenses as a school nurse. 
 · Acts according to the Licensure Code of Professional Conduct for Ohio Educators. 
 · Comprehensive knowledge of Ohio Schools Medicaid Program covered services. 
 · Embraces high-performance standards (e.g., engagement, proficiency, resilience, etc.). 
 · Maintains a record free of criminal violations that prohibit public school employment. 
  Preferred Attributes: Active listening, creative problem solving, and good time management skills. 
 
  Physical Demand Level1: Light to medium strength (frequently lifting/carrying 11 to 25 lbs.). Duties 

require communicating verbally, far/near visual acuity, fine/gross manipulation, reaching at or below 
shoulder height, standing/walking, stooping, and using a traditional keyboard. 

   1 Based on U.S. Department of Labor documentation of physical demand characteristics. 
 
  Note: Legally acceptable alternative qualifications, additional assignment-specific skills, and other 

physical demands deemed appropriate by the board may be delineated at the time of appointment. 
 
Essential  1. Implements school health services that focus on prevention and early intervention. 
Functions:  Provides health education, counseling, and student advocacy in partnership with 

community resources. Supports a sense of well-being and capacity for academic success. 
 · Prepares the school clinic. Requisitions supplies as needed to maintain dependable service. 
 · Ensures required state minimum student health screening activities are completed. Documents the 

immunization status of all students. Identifies visual, hearing, and other student health concerns. 
 · Confirms student medical alerts and emergency authorization forms are properly administered. 
 · Helps identify students struggling with academic, behavioral, and/or social-emotional concerns 

(e.g., abuse, anxiety, aggression, depression, impulsivity, inattention, neglect, peer relationships, 
poverty, pregnancy, self-esteem, substance abuse, truancy, etc.). 

 · Assists sick and injured students. Administers first aid. Investigates and documents injuries. 
 · Seeks advice from a physician to make an exclusion or school readmission recommendation. 
 · Assists with district safety and blood-borne pathogen compliance activities. 
 · Assesses student health conditions. Collaborates with doctors to develop student healthcare plans. 
 · Implements procedures to ensure that medicines are administered and stored safely. 
 · Helps students monitor and manage acute/chronic medical conditions as needed. 
 · Informs staff about student medical conditions and emergency action plans. Coordinates in-service 

training for staff providing care for students with special medical needs. 
 · Participates in team meetings. Uses comprehensive assessments to obtain objective student data. 

Plans services relevant to needs. Supports student access to inclusive educational opportunities. 
 · Uses positive behavioral interventions and supports to maintain discipline. Helps students acquire 

appropriate functional skills (e.g., communication, self-regulation, socialization, etc.). 
 · Processes paperwork for services covered under the Medicaid School Program (MSP). 
 · Maintains effective document and records management systems. Prepares timely files. Monitors 

reporting deadlines. Complies with district records retention and disposal policies. 
 
  2. Diligently attends to job details. Pursues quality results. Performs all aspects of the job. 
 · Maintains respectful relationships with co-workers and supports a cohesive team effort. 
 · Wears work attire appropriate for the position. 
 · Respects privacy. Ensures the veracity and security of confidential information. 
 · Sustains an acceptable attendance record. Consistently complies with established work schedules. 
 
  3. Maintains open/effective communications. Serves as a reliable information resource. 
 · Encourages relationships that enhance public support for the district. 
 · Refers administrative procedure and district policy questions to an appropriate administrator. 
 · Supports equality, diversity, and inclusion. Uses tact and diplomacy to resolve differences fairly. 
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  4. Pursues opportunities to enhance job knowledge and skill proficiency. 
 · Keeps current with standards and practices associated with work duties. 
 · Updates skills as needed to use task-appropriate technology effectively. 
 
  5. Keeps current with emergency preparedness and response procedures. 
 · Complies with health and safety protocols to mitigate workplace risks. 
 · Protects district property. Takes precautions to prevent the loss of equipment and supplies. 
 · Takes action to address harassment or aggressive behavior. Complies with all legal statutes when 

dealing with discrimination, inappropriate behavior, or suspected child abuse/neglect. 
 
  6. Performs other specific job-related duties as directed. 
 · Helps implement district strategies to advance organizational goals. 
 
Performance  Employee performance is evaluated according to applicable law, board policies, contractual  
Evaluation:  agreements, and district administrative procedures. 
 
Working  The district offers equal employment opportunity without regard to age, color, disability, genetic 
Conditions:  information, military status, national origin, race, religion, sex (including gender identity, pregnancy, 

and sexual orientation), or any other legally protected category. 
 
  The district maintains a drug and alcohol-free work environment to prevent the adverse impact of 

substance abuse on employee performance and, to protect the rights of co-workers and the public. 
 
  Safety is essential to job performance. All employees are required to comply with workplace 

health/safety regulations and district policies when duties entail any of the following situations: 
 
   Encounters with aggressive, angry, rude, or unpleasant individuals. 
   Exposure to air-borne particulates, chemicals, combustible materials, electrical hazards, 
   loud noises, moving mechanical parts, odors, slippery/uneven surfaces, etc. 
   Exposure to blood-borne pathogens or contagious diseases. 
   Exposure to severe weather conditions or temperature extremes. 
   Movements that require balancing, bending, climbing, crouching, kneeling, or reaching. 
   Operating or riding in a vehicle. Working in or near vehicular traffic. 
   Performing tasks that require complex sequencing, dexterity, strength, stamina, etc. 
   Traveling to meetings and work assignments. 
   Working at heights, in confined spaces, or under diminished/variable lighting. 
 
  This job description document does not establish a contract or alter board-authorized employment 

agreements. Employee benefits, classifications, contract durations, skill sets, wage rates, and work 
schedules may vary by assignment. This summary document describes typical job functions and 
does not represent an exhaustive list of all possible work responsibilities. 

 
  Employee duties may change in response to collective bargaining agreements, funding variables, 

modified operating procedures, program/service adjustments, regulatory compliance, technological 
innovations, and unforeseen events. 

 
  © 2022 All Rights Reserved  



BRECKSVILLE-BROADVIEW HEIGHTS CITY SCHOOL DISTRICT 
JOB DESCRIPTION 

 
Title:  SCHOOL PSYCHOLOGIST File 311 
 
Reports to:  Assigned administrator/supervisor 
 
Job Objective:  Provides psychoeducational assessments, intervention planning, and consultation services. 
 
Minimum · Holds a valid school psychologist or school counselor license.  Complies with required renewal 
Qualifications:  coursework or professional development plan as approved by the local professional development 

committee, or a valid license issued by the respective professional Ohio board. 
 · Acts according to the Licensure Code of Professional Conduct for Ohio Educators. 
 · Comprehensive knowledge of Ohio Schools Medicaid Program covered services. 
 · Embraces high-performance standards (e.g., engagement, proficiency, resilience, etc.). 
 · Maintains a record free of criminal violations that prohibit public school employment. 
  Preferred Attributes: Active listening, creative problem solving, and good time management skills. 
 
  Physical Demand Level1: Sedentary strength (seldom lifting/carrying more than 11 lbs.). Duties 

require communicating verbally, far/near visual acuity, fine/gross manipulation, reaching at or below 
shoulder height, standing/walking, and using a traditional keyboard. 

   1 Based on U.S. Department of Labor documentation of physical demand characteristics. 
 
  Note: Legally acceptable alternative qualifications, additional assignment-specific skills, and other 

physical demands deemed appropriate by the board may be delineated at the time of appointment. 
 
Essential  1. Provides student assessments to identify developmental, behavioral, and mental health 
Functions:  problems related to learning. Helps develop interventions to remediate identified concerns. 
 · Monitors students struggling with academic, behavioral, and/or social-emotional concerns. 
 · Helps develop strategies to improve at-risk student attendance and active participation. 
 · Collaborates with school administrators and staff to deal with student behavior problems. 
 · Participates in a differentiated referral system (i.e., informal intervention process) that allows 

staff/parents to request a consultation and/or student evaluation. 
 · Serves as a parent/staff resource for intervention and/or accommodation plan implementation. 
 · Conducts evaluations for early entrance, gifted, and non-public school programs. 
 · Serves as a member of the district crisis management response team. 
 · Facilitates meetings with student groups (e.g., grief/loss, stress/anger management, etc.). 
 · Helps students develop educational goals that are attainable, measurable, relevant, and specific. 
 · Coordinates the Evaluation Team Report (ETR). Helps plan services relevant to needs. Supports 

student access to inclusive educational opportunities. 
 · Ensures qualifying students receive access to authorized educational accommodations. 
 · Uses positive behavioral interventions and supports to maintain discipline. Helps students acquire 

appropriate functional skills (e.g., communication, self-regulation, socialization, etc.). 
 · Periodically reviews medical alerts or emergency authorization forms when applicable (i.e. field 

trips, supplemental program activities, etc.). 
 · Processes paperwork for services covered under the Medicaid School Program (MSP). 
 · Maintains effective document and records management systems. Prepares timely files. Monitors 

reporting deadlines. Complies with district records retention and disposal policies. 
 
  2. Diligently attends to job details. Pursues quality results. Performs all aspects of the job. 
 · Maintains respectful relationships with co-workers and supports a cohesive team effort. 
 · Wears work attire appropriate for the position. 
 · Respects privacy. Ensures the veracity and security of confidential information. 
 · Sustains an acceptable attendance record. Consistently complies with established work schedules. 
 
  3. Maintains open/effective communications. Serves as a reliable information resource. 
 · Encourages relationships that enhance public support for the district. 
 · Refers administrative procedure and district policy questions to an appropriate administrator. 
 · Supports equality, diversity, and inclusion. Uses tact and diplomacy to resolve differences fairly. 
 
  4. Pursues opportunities to enhance job knowledge and skill proficiency. 
 · Keeps current with standards and practices associated with work duties. 
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 · Updates skills as needed to use task-appropriate technology effectively. 
 
  5. Keeps current with emergency preparedness and response procedures. 
 · Complies with health and safety protocols to mitigate workplace risks. 
 · Protects district property. Takes precautions to prevent the loss of equipment and supplies. 
 · Takes action to address harassment or aggressive behavior. Complies with all legal statutes when 

dealing with discrimination, inappropriate behavior, or suspected child abuse/neglect. 
 
  6. Performs other specific job-related duties as directed. 
 · Helps implement district strategies to advance organizational goals. 
 
Performance  Employee performance is evaluated according to applicable law, board policies, contractual  
Evaluation:  agreements, and district administrative procedures. 
 
Working  The district offers equal employment opportunity without regard to age, color, disability, genetic 
Conditions:  information, military status, national origin, race, religion, sex (including gender identity, pregnancy, 

and sexual orientation), or any other legally protected category. 
 
  The district maintains a drug and alcohol-free work environment to prevent the adverse impact of 

substance abuse on employee performance and, to protect the rights of co-workers and the public. 
 
  Safety is essential to job performance. All employees are required to comply with workplace 

health/safety regulations and district policies when duties entail any of the following situations: 
 
   Encounters with aggressive, angry, rude, or unpleasant individuals. 
   Exposure to air-borne particulates, chemicals, combustible materials, electrical hazards, 
   loud noises, moving mechanical parts, odors, slippery/uneven surfaces, etc. 
   Exposure to blood-borne pathogens or contagious diseases. 
   Exposure to severe weather conditions or temperature extremes. 
   Movements that require balancing, bending, climbing, crouching, kneeling, or reaching. 
   Operating or riding in a vehicle. Working in or near vehicular traffic. 
   Performing tasks that require complex sequencing, dexterity, strength, stamina, etc. 
   Traveling to meetings and work assignments. 
   Working at heights, in confined spaces, or under diminished/variable lighting. 
 
  This job description document does not establish a contract or alter board-authorized employment 

agreements. Employee benefits, classifications, contract durations, skill sets, wage rates, and work 
schedules may vary by assignment. This summary document describes typical job functions and 
does not represent an exhaustive list of all possible work responsibilities. 

 
  Employee duties may change in response to collective bargaining agreements, funding variables, 

modified operating procedures, program/service adjustments, regulatory compliance, technological 
innovations, and unforeseen events. 

 
  © 2022 All Rights Reserved  



BRECKSVILLE-BROADVIEW HEIGHTS CITY SCHOOL DISTRICT 
JOB DESCRIPTION 

 
Title:  SPECIAL EDUCATION COORDINATOR (CLASSROOM SUPPORT) File 312 
 
Reports to:  Assigned administrator/supervisor 
 
Job Objective:  Provides teaching-learning leadership for the continuous improvement of student performance. 
 
Minimum · Holds/maintains required Ohio Department of Education credentials. 
Qualifications: · Ability to develop and implement clear pathways to successfully achieve program objectives. 
 · Acts according to the Licensure Code of Professional Conduct for Ohio Educators. 
 · Demonstrated leadership abilities and a willingness to take on challenging tasks. 
 · Embraces high-performance standards (e.g., engagement, proficiency, resilience, etc.). 
 · Maintains a record free of criminal violations that prohibit public school employment. 
  Preferred Attributes: Active listening, creative problem solving, and good time management skills. 
 
  Physical Demand Level1: Sedentary strength (seldom lifting/carrying more than 11 lbs.). Duties 

require communicating verbally, far/near visual acuity, fine/gross manipulation, reaching at or below 
shoulder height, standing/walking, and using a traditional keyboard. 

   1 Based on U.S. Department of Labor documentation of physical demand characteristics. 
 
  Note: Legally acceptable alternative qualifications, additional assignment-specific skills, and other 

physical demands deemed appropriate by the board may be delineated at the time of appointment. 
 
Essential  1. Coordinates the implementation of special education programs. Acts as a catalyst to 
Functions:  help staff use best practices in lesson design and classroom delivery. 
 · Keeps current with educational research, state standards/guideline, and school improvement 

priorities (e.g., curriculum alignment, data-driven continuous improvement plans, effective school 
management, evidence-based teaching/learning practices, positive school environments, etc.). 

 · Fosters an ethos of mutual respect, teamwork, and accountability at all system levels. 
 · Helps develop a unified curricular vision for the instructional program. Helps staff understand 

program format, components, and instructional delivery methods/strategies. 
 · Provides high-quality staff development programs to improve pupil management and instructional 

skills (e.g., coaching, communities of practice, consultation, mentoring, etc.). 
 · Uses longitudinal analysis of test results to identify emerging student needs, relationships between 

interventions, achievements, and time forecasts for students to master expected skills. 
 · Helps students develop educational goals that are attainable, measurable, relevant, and specific. 
 · Guides staff in the use of assessment strategies to gauge student progress. Identifies performance 

gaps and trends. Helps prioritize core performance objectives. Helps staff identify specific 
techniques, interventions, and aligned resources best suited for each student. 

 · Advocates for students. Supports access to inclusive educational opportunities for all students. 
 · Uses positive behavioral interventions and supports to maintain discipline. Helps students acquire 

appropriate functional skills (e.g., communication, self-regulation, socialization, etc.). 
 · Periodically reviews medical alerts or emergency authorization forms when applicable (i.e. field 

trips, supplemental program activities, etc.). 
 · Maintains effective document and records management systems. Prepares timely files. Monitors 

reporting deadlines. Complies with district records retention and disposal policies. 
 · Helps manage mandated testing programs. Maintains test security. Helps analyze test results. 
 
  2. Diligently attends to job details. Pursues quality results. Performs all aspects of the job. 
 · Maintains respectful relationships with co-workers and supports a cohesive team effort. 
 · Wears work attire appropriate for the position. 
 · Respects privacy. Ensures the veracity and security of confidential information. 
 · Sustains an acceptable attendance record. Consistently complies with established work schedules. 
 
  3. Maintains open/effective communications. Serves as a reliable information resource. 
 · Encourages relationships that enhance public support for the district. 
 · Helps the community understand district policy objectives and administrative procedures. 
 · Supports equality, diversity, and inclusion. Uses tact and diplomacy to resolve differences fairly. 
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  4. Pursues opportunities to enhance job knowledge and skill proficiency. 
 · Keeps current with standards and practices associated with work duties. 
 · Updates skills as needed to use task-appropriate technology effectively. 
 
  5. Keeps current with emergency preparedness and response procedures. 
 · Complies with health and safety protocols to mitigate workplace risks. 
 · Protects district property. Takes precautions to prevent the loss of equipment and supplies. 
 · Takes action to address harassment or aggressive behavior. Complies with all legal statutes when 

dealing with discrimination, inappropriate behavior, or suspected child abuse/neglect. 
 
  6. Performs other specific job-related duties as directed. 
 · Implements district strategies to advance organizational goals. 
 
Performance  Employee performance is evaluated according to applicable law, board policies, contractual  
Evaluation:  agreements, and district administrative procedures. 
 
Working  The district offers equal employment opportunity without regard to age, color, disability, genetic 
Conditions:  information, military status, national origin, race, religion, sex (including gender identity, pregnancy, 

and sexual orientation), or any other legally protected category. 
 
  The district maintains a drug and alcohol-free work environment to prevent the adverse impact of 

substance abuse on employee performance and, to protect the rights of co-workers and the public. 
 
  Safety is essential to job performance. All employees are required to comply with workplace 

health/safety regulations and district policies when duties entail any of the following situations: 
 
   Encounters with aggressive, angry, rude, or unpleasant individuals. 
   Exposure to air-borne particulates, chemicals, combustible materials, electrical hazards, 
   loud noises, moving mechanical parts, odors, slippery/uneven surfaces, etc. 
   Exposure to blood-borne pathogens or contagious diseases. 
   Exposure to severe weather conditions or temperature extremes. 
   Movements that require balancing, bending, climbing, crouching, kneeling, or reaching. 
   Operating or riding in a vehicle. Working in or near vehicular traffic. 
   Performing tasks that require complex sequencing, dexterity, strength, stamina, etc. 
   Traveling to meetings and work assignments. 
   Working at heights, in confined spaces, or under diminished/variable lighting. 
 
  This job description document does not establish a contract or alter board-authorized employment 

agreements. Employee benefits, classifications, contract durations, skill sets, wage rates, and work 
schedules may vary by assignment. This summary document describes typical job functions and 
does not represent an exhaustive list of all possible work responsibilities. 

 
  Employee duties may change in response to collective bargaining agreements, funding variables, 

modified operating procedures, program/service adjustments, regulatory compliance, technological 
innovations, and unforeseen events. 

 
  © 2022 All Rights Reserved  



BRECKSVILLE-BROADVIEW HEIGHTS CITY SCHOOL DISTRICT 
JOB DESCRIPTION 

 
Title:  SPEECH-LANGUAGE PATHOLOGIST File 313 
 
Reports to:  Assigned administrator/supervisor 
 
Job Objective:  Provides services aligned with IEP goals to help students benefit from the educational program. 
 
Minimum · Holds/maintains a valid Ohio Speech and Hearing Professionals Board license and an Ohio 
Qualifications:  Department Education Pupil Services license as a school speech-language pathologist. 
 · Acts according to the Professional Code of Ethics, Scope of Practices for Speech-Language 

Pathologists in Schools, and the Licensure Code of Professional Conduct for Ohio Educators. 
 · Embraces high-performance standards (e.g., engagement, proficiency, resilience, etc.). 
 · Maintains a record free of criminal violations that prohibit public school employment. 
  Preferred Attributes: Active listening, creative problem solving, and good time management skills. 
 
  Physical Demand Level1: Sedentary to medium strength (occasionally lifting/carrying 26+ lbs.). 

Duties require communicating verbally, far/near visual acuity, fine/gross manipulation, reaching at 
or below shoulder height, standing/walking, stooping, and using a traditional keyboard. 

   1 Based on U.S. Department of Labor documentation of physical demand characteristics. 
 
  Note: Legally acceptable alternative qualifications, additional assignment-specific skills, and other 

physical demands deemed appropriate by the board may be delineated at the time of appointment. 
 
Essential  1. Designs and provides educationally relevant speech-language therapy services. Uses 
Functions:  evidence-based practice to guide therapeutic interventions. 
 · Performs screening activities (e.g., designated grades, Child Find, new students, etc.). 
 · Performs follow-up activities with students who have not passed earlier screening procedures. 
 · Conducts evaluations for non-public school programs. 
 · Serves as a case manager for identified speech-only students. Prepares reports and related 

documents (e.g., prior written notice, district forms, EMIS coding sheet, etc.). Synthesizes input 
from all sources. Communicates evaluation results clearly and effectively both orally and in writing. 

 · Interprets data, observations and norm/criterion-referenced test results to qualify students for 
speech-language services relevant to needs. Effectively manages the speech-language caseload 
(i.e., therapy schedules, parent/team meetings progress reports, etc.). 

 · Prepares and transmits legally compliant special education documents by required deadlines. 
 · Helps families and staff understand how the Individualized Educational Plan (IEP) and Specially 

Designed Instruction (SDIs) support educational goals and objectives. 
 · Uses a variety of evidence-based treatment techniques to address speech-language disorders 

(e.g., expressive/receptive language, voice, articulation, fluency, interactive communication, 
auditory and/or visual processing, pragmatics, etc.). 

 · Makes teachers aware of the unique speech-language needs of students. Helps staff incorporate 
therapy goals into classroom activities. 

 · Documents therapy progress. Monitors intervention efficacy. Implements modifications as needed. 
 · Helps students develop educational goals that are attainable, measurable, relevant, and specific. 
 · Participates in team meetings. Uses comprehensive assessments to obtain objective student data. 

Plans services relevant to needs. Supports student access to inclusive educational opportunities. 
 · Uses positive behavioral interventions and supports to maintain discipline. Helps students acquire 

appropriate functional skills (e.g., communication, self-regulation, socialization, etc.). 
 · Periodically reviews medical alerts or emergency authorization forms when applicable (i.e. field 

trips, supplemental program activities, etc.). 
 · Processes paperwork for services covered under the Medicaid School Program (MSP). 
 · Maintains effective document and records management systems. Prepares timely files. Monitors 

reporting deadlines. Complies with district records retention and disposal policies. 
 
  2. Diligently attends to job details. Pursues quality results. Performs all aspects of the job. 
 · Maintains respectful relationships with co-workers and supports a cohesive team effort. 
 · Wears work attire appropriate for the position. 
 · Respects privacy. Ensures the veracity and security of confidential information. 
 · Sustains an acceptable attendance record. Consistently complies with established work schedules. 
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  3. Maintains open/effective communications. Serves as a reliable information resource. 
 · Encourages relationships that enhance public support for the district. 
 · Refers administrative procedure and district policy questions to an appropriate administrator. 
 · Supports equality, diversity, and inclusion. Uses tact and diplomacy to resolve differences fairly. 
 
  4. Pursues opportunities to enhance job knowledge and skill proficiency. 
 · Keeps current with standards and practices associated with work duties. 
 · Updates skills as needed to use task-appropriate technology effectively. 
 
  5. Keeps current with emergency preparedness and response procedures. 
 · Complies with health and safety protocols to mitigate workplace risks. 
 · Protects district property. Takes precautions to prevent the loss of equipment and supplies. 
 · Takes action to address harassment or aggressive behavior. Complies with all legal statutes when 

dealing with discrimination, inappropriate behavior, or suspected child abuse/neglect. 
 
  6. Performs other specific job-related duties as directed. 
 · Helps implement district strategies to advance organizational goals. 
 
Performance  Employee performance is evaluated according to applicable law, board policies, contractual  
Evaluation:  agreements, and district administrative procedures. 
 
Working  The district offers equal employment opportunity without regard to age, color, disability, genetic 
Conditions:  information, military status, national origin, race, religion, sex (including gender identity, pregnancy, 

and sexual orientation), or any other legally protected category. 
 
  The district maintains a drug and alcohol-free work environment to prevent the adverse impact of 

substance abuse on employee performance and, to protect the rights of co-workers and the public. 
 
  Safety is essential to job performance. All employees are required to comply with workplace 

health/safety regulations and district policies when duties entail any of the following situations: 
 
   Encounters with aggressive, angry, rude, or unpleasant individuals. 
   Exposure to air-borne particulates, chemicals, combustible materials, electrical hazards, 
   loud noises, moving mechanical parts, odors, slippery/uneven surfaces, etc. 
   Exposure to blood-borne pathogens or contagious diseases. 
   Exposure to severe weather conditions or temperature extremes. 
   Movements that require balancing, bending, climbing, crouching, kneeling, or reaching. 
   Operating or riding in a vehicle. Working in or near vehicular traffic. 
   Performing tasks that require complex sequencing, dexterity, strength, stamina, etc. 
   Traveling to meetings and work assignments. 
   Working at heights, in confined spaces, or under diminished/variable lighting. 
 
  This job description document does not establish a contract or alter board-authorized employment 

agreements. Employee benefits, classifications, contract durations, skill sets, wage rates, and work 
schedules may vary by assignment. This summary document describes typical job functions and 
does not represent an exhaustive list of all possible work responsibilities. 

 
  Employee duties may change in response to collective bargaining agreements, funding variables, 

modified operating procedures, program/service adjustments, regulatory compliance, technological 
innovations, and unforeseen events. 

 
  © 2022 All Rights Reserved  



BRECKSVILLE-BROADVIEW HEIGHTS CITY SCHOOL DISTRICT 
JOB DESCRIPTION 

 
Title:  TEACHER (GRADES 4-12) File 314 
 
Reports to:  Assigned administrator/supervisor 
 
Job Objective:  Plans and implements the assigned instructional program. 
 
Minimum · Holds/maintains required Ohio Department of Education credentials. 
Qualifications: · Acts according to the Licensure Code of Professional Conduct for Ohio Educators. 
 · Embraces high-performance standards (e.g., engagement, proficiency, resilience, etc.). 
 · Maintains a record free of criminal violations that prohibit public school employment. 
  Preferred Attributes: Active listening, creative problem solving, and good time management skills. 
 
  Physical Demand Level1: Sedentary strength (seldom lifting/carrying more than 11 lbs.). Duties 

require communicating verbally, far/near visual acuity, fine/gross manipulation, reaching at or below 
shoulder height, standing/walking, stooping, and using a traditional keyboard. 

   1 Based on U.S. Department of Labor documentation of physical demand characteristics. 
 
  Note: Legally acceptable alternative qualifications, additional assignment-specific skills, and other 

physical demands deemed appropriate by the board may be delineated at the time of appointment. 
 
Essential  1. Maintains in-depth knowledge of subject matter and pedagogy. Implements best practices 
Functions:  that support continuous improvement in student participation and achievement. 
 · Develops lesson plans consistent with state learning standards and district curriculum goals. 
 · Helps students develop educational goals that are attainable, measurable, relevant, and specific. 
 · Aligns teaching strategies with the learning styles of students. Implements evidence-based 

instructional strategies that produce quantifiable benefits within well-defined time frames. 
 · Uses formative and summative assessments to track student progress. Provides timely feedback. 
 · Participates in team meetings. Uses comprehensive assessments to obtain objective student data. 

Plans services relevant to needs. Supports student access to inclusive educational opportunities. 
 · Uses positive behavioral interventions and supports to maintain discipline. Helps students acquire 

appropriate functional skills (e.g., communication, self-regulation, socialization, etc.). 
 · Periodically reviews medical alerts or emergency authorization forms when applicable (i.e. field 

trips, supplemental program activities, etc.). 
 · Maintains effective document and records management systems. Prepares timely files. Monitors 

reporting deadlines. Complies with district records retention and disposal policies. 
 · Proctors mandated testing activities. Upholds test security procedures. 
 · Ensures student lists, lesson plans, and teaching materials are readily available for substitutes. 
 
  2. Diligently attends to job details. Pursues quality results. Performs all aspects of the job. 
 · Maintains respectful relationships with co-workers and supports a cohesive team effort. 
 · Wears work attire appropriate for the position. 
 · Respects privacy. Ensures the veracity and security of confidential information. 
 · Sustains an acceptable attendance record. Consistently complies with established work schedules. 
 
  3. Maintains open/effective communications. Serves as a reliable information resource. 
 · Encourages relationships that enhance public support for the district. 
 · Refers administrative procedure and district policy questions to an appropriate administrator. 
 · Supports equality, diversity, and inclusion. Uses tact and diplomacy to resolve differences fairly. 
 
  4. Pursues opportunities to enhance job knowledge and skill proficiency. 
 · Keeps current with standards and practices associated with work duties. 
 · Updates skills as needed to use task-appropriate technology effectively. 
 
  5. Keeps current with emergency preparedness and response procedures. 
 · Complies with health and safety protocols to mitigate workplace risks. 
 · Protects district property. Takes precautions to prevent the loss of equipment and supplies. 
 · Takes action to address harassment or aggressive behavior. Complies with all legal statutes when 

dealing with discrimination, inappropriate behavior, or suspected child abuse/neglect. 
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  6. Performs other specific job-related duties as directed. 
 · Helps implement district strategies to advance organizational goals. 
 
Performance  Employee performance is evaluated according to applicable law, board policies, contractual  
Evaluation:  agreements, and district administrative procedures. 
 
Working  The district offers equal employment opportunity without regard to age, color, disability, genetic 
Conditions:  information, military status, national origin, race, religion, sex (including gender identity, pregnancy, 

and sexual orientation), or any other legally protected category. 
 
  The district maintains a drug and alcohol-free work environment to prevent the adverse impact of 

substance abuse on employee performance and, to protect the rights of co-workers and the public. 
 
  Safety is essential to job performance. All employees are required to comply with workplace 

health/safety regulations and district policies when duties entail any of the following situations: 
 
   Encounters with aggressive, angry, rude, or unpleasant individuals. 
   Exposure to air-borne particulates, chemicals, combustible materials, electrical hazards, 
   loud noises, moving mechanical parts, odors, slippery/uneven surfaces, etc. 
   Exposure to blood-borne pathogens or contagious diseases. 
   Exposure to severe weather conditions or temperature extremes. 
   Movements that require balancing, bending, climbing, crouching, kneeling, or reaching. 
   Operating or riding in a vehicle. Working in or near vehicular traffic. 
   Performing tasks that require complex sequencing, dexterity, strength, stamina, etc. 
   Traveling to meetings and work assignments. 
   Working at heights, in confined spaces, or under diminished/variable lighting. 
 
  This job description document does not establish a contract or alter board-authorized employment 

agreements. Employee benefits, classifications, contract durations, skill sets, wage rates, and work 
schedules may vary by assignment. This summary document describes typical job functions and 
does not represent an exhaustive list of all possible work responsibilities. 

 
  Employee duties may change in response to collective bargaining agreements, funding variables, 

modified operating procedures, program/service adjustments, regulatory compliance, technological 
innovations, and unforeseen events. 

 
  © 2022 All Rights Reserved  



BRECKSVILLE-BROADVIEW HEIGHTS CITY SCHOOL DISTRICT 
JOB DESCRIPTION 

 
Title:  ART TEACHER File 315 
 
Reports to:  Assigned administrator/supervisor 
 
Job Objective:  Implements age-appropriate learning experiences to help students understand art history, art 

theory, aesthetic understanding, and individual appreciation based on qualitative judgment. 
 
Minimum · Holds/maintains required Ohio Department of Education credentials. 
Qualifications: · Acts according to the Licensure Code of Professional Conduct for Ohio Educators. 
 · Embraces high-performance standards (e.g., engagement, proficiency, resilience, etc.). 
 · Maintains a record free of criminal violations that prohibit public school employment. 
  Preferred Attributes: Active listening, creative problem solving, and good time management skills. 
 
  Physical Demand Level1: Sedentary strength (seldom lifting/carrying more than 11 lbs.). Duties 

require communicating verbally, far/near visual acuity, fine/gross manipulation, reaching at or below 
shoulder height, standing/walking, stooping, and using a traditional keyboard. 

   1 Based on U.S. Department of Labor documentation of physical demand characteristics. 
 
  Note: Legally acceptable alternative qualifications, additional assignment-specific skills, and other 

physical demands deemed appropriate by the board may be delineated at the time of appointment. 
 
Essential  1. Maintains in-depth knowledge of subject matter and pedagogy. Implements best practices 
Functions:  that support continuous improvement in student participation and achievement. 
 · Develops lesson plans consistent with state learning standards and district curriculum goals. 
 · Helps students develop educational goals that are attainable, measurable, relevant, and specific. 
 · Aligns teaching strategies with the learning styles of students. Provides opportunities for students to 

explore creative expression using different techniques and media aligned with artistic abilities. 
 · Demonstrates techniques and helps students identify design elements to create artistic concepts. 
 · Uses a variety of art modalities to help students develop self-awareness, enhance sensory 

processing skills to express experiences, feelings, and imagination. 
 · Tracks student progress. Provides timely feedback. 
 · Uses positive behavioral interventions and supports to maintain discipline. Helps students acquire 

appropriate functional skills (e.g., communication, self-regulation, socialization, etc.). 
 · Plans school and community art displays. Oversees the exhibition and safe return of student art. 
 · Periodically reviews medical alerts or emergency authorization forms when applicable (i.e. field 

trips, supplemental program activities, etc.). 
 · Maintains effective document and records management systems. Prepares timely files. Monitors 

reporting deadlines. Complies with district records retention and disposal policies. 
 · Proctors mandated testing activities. Upholds test security procedures. 
 · Ensures student lists, lesson plans, and teaching materials are readily available for substitutes. 
 
  2. Diligently attends to job details. Pursues quality results. Performs all aspects of the job. 
 · Maintains respectful relationships with co-workers and supports a cohesive team effort. 
 · Wears work attire appropriate for the position. 
 · Respects privacy. Ensures the veracity and security of confidential information. 
 · Sustains an acceptable attendance record. Consistently complies with established work schedules. 
 
  3. Maintains open/effective communications. Serves as a reliable information resource. 
 · Encourages relationships that enhance public support for the district. 
 · Refers administrative procedure and district policy questions to an appropriate administrator. 
 · Supports equality, diversity, and inclusion. Uses tact and diplomacy to resolve differences fairly. 
 
  4. Pursues opportunities to enhance job knowledge and skill proficiency. 
 · Keeps current with standards and practices associated with work duties. 
 · Updates skills as needed to use task-appropriate technology effectively. 
 
  5. Keeps current with emergency preparedness and response procedures. 
 · Complies with health and safety protocols to mitigate workplace risks. 
 · Protects district property. Takes precautions to prevent the loss of equipment and supplies. 
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 · Takes action to address harassment or aggressive behavior. Complies with all legal statutes when 

dealing with discrimination, inappropriate behavior, or suspected child abuse/neglect. 
 
  6. Performs other specific job-related duties as directed. 
 · Helps implement district strategies to advance organizational goals. 
 
Performance  Employee performance is evaluated according to applicable law, board policies, contractual  
Evaluation:  agreements, and district administrative procedures. 
 
Working  The district offers equal employment opportunity without regard to age, color, disability, genetic 
Conditions:  information, military status, national origin, race, religion, sex (including gender identity, pregnancy, 

and sexual orientation), or any other legally protected category. 
 
  The district maintains a drug and alcohol-free work environment to prevent the adverse impact of 

substance abuse on employee performance and, to protect the rights of co-workers and the public. 
 
  Safety is essential to job performance. All employees are required to comply with workplace 

health/safety regulations and district policies when duties entail any of the following situations: 
 
   Encounters with aggressive, angry, rude, or unpleasant individuals. 
   Exposure to air-borne particulates, chemicals, combustible materials, electrical hazards, 
   loud noises, moving mechanical parts, odors, slippery/uneven surfaces, etc. 
   Exposure to blood-borne pathogens or contagious diseases. 
   Exposure to severe weather conditions or temperature extremes. 
   Movements that require balancing, bending, climbing, crouching, kneeling, or reaching. 
   Operating or riding in a vehicle. Working in or near vehicular traffic. 
   Performing tasks that require complex sequencing, dexterity, strength, stamina, etc. 
   Traveling to meetings and work assignments. 
   Working at heights, in confined spaces, or under diminished/variable lighting. 
 
  This job description document does not establish a contract or alter board-authorized employment 

agreements. Employee benefits, classifications, contract durations, skill sets, wage rates, and work 
schedules may vary by assignment. This summary document describes typical job functions and 
does not represent an exhaustive list of all possible work responsibilities. 

 
  Employee duties may change in response to collective bargaining agreements, funding variables, 

modified operating procedures, program/service adjustments, regulatory compliance, technological 
innovations, and unforeseen events. 

 
  © 2022 All Rights Reserved  



BRECKSVILLE-BROADVIEW HEIGHTS CITY SCHOOL DISTRICT 
JOB DESCRIPTION 

 
Title:  CAREER-BASED INTERVENTION (CBI) TEACHER File 316 
 
Reports to:  Assigned administrator/supervisor 
 
Job Objective:  Implements career-focused learning and transition planning to reorient, motivate and increase 

graduation rates for at-risk students. 
 
Minimum · Holds/maintains required Ohio Department of Education credentials. 
Qualifications: · Acts according to the Licensure Code of Professional Conduct for Ohio Educators. 
 · Embraces high-performance standards (e.g., engagement, proficiency, resilience, etc.). 
 · Maintains a record free of criminal violations that prohibit public school employment. 
  Preferred Attributes: Active listening, creative problem solving, and good time management skills. 
 
  Physical Demand Level1: Sedentary strength (seldom lifting/carrying more than 11 lbs.). Duties 

require communicating verbally, far/near visual acuity, fine/gross manipulation, reaching at or below 
shoulder height, standing/walking, stooping, and using a traditional keyboard. 

   1 Based on U.S. Department of Labor documentation of physical demand characteristics. 
 
  Note: Legally acceptable alternative qualifications, additional assignment-specific skills, and other 

physical demands deemed appropriate by the board may be delineated at the time of appointment. 
 
Essential  1. Maintains in-depth knowledge of subject matter and pedagogy. Implements best practices 
Functions:  that support continuous improvement in student participation and achievement. 
 · Helps students improve academic proficiency, develop employability skills and prepare for post-

secondary education and/or careers after high school graduation. 
 · Keeps informed about workforce and employment trends shaping the future of work. Identifies 

prerequisite skills employers require. Determines curriculum fit and feasibility. 
 · Encourages student participation. Monitors the accuracy of internal-external communications. 
 · Develops lesson plans consistent with state learning standards and district curriculum goals. 
 · Helps students develop educational goals that are attainable, measurable, relevant, and specific. 
 · Aligns teaching strategies with the learning styles of students. Implements evidence-based 

instructional strategies that produce quantifiable benefits within well-defined time frames. 
 · Uses formative and summative assessments to track student progress. Provides timely feedback. 
 · Participates in team meetings. Uses comprehensive assessments to obtain objective student data. 

Plans services relevant to needs. Supports student access to inclusive educational opportunities. 
 · Provides job readiness training (e.g., communication skills, resume development, job search 

strategies, completing job applications, interviewing skills, positive work behaviors, etc.). 
 · Coordinates supplemental program activities (e.g., career/job fairs, career-technical student 

organizations, college credit programs, externship, internship, job shadowing, etc.). 
 · Obtains work-based learning opportunities for students with local community employers. 
 · Coordinates off-site training activities (e.g., job coaching, worksite adaptations, etc.). 
 · Uses positive behavioral interventions and supports to maintain discipline. Helps students acquire 

appropriate functional skills (e.g., communication, self-regulation, socialization, etc.). 
 · Periodically reviews medical alerts or emergency authorization forms when applicable (i.e. field 

trips, supplemental program activities, etc.). 
 · Maintains effective document and records management systems. Prepares timely files. Monitors 

reporting deadlines. Complies with district records retention and disposal policies. 
 · Proctors mandated testing activities. Upholds test security procedures. 
 · Ensures student lists, lesson plans, and teaching materials are readily available for substitutes. 
 
  2. Diligently attends to job details. Pursues quality results. Performs all aspects of the job. 
 · Maintains respectful relationships with co-workers and supports a cohesive team effort. 
 · Wears work attire appropriate for the position. 
 · Respects privacy. Ensures the veracity and security of confidential information. 
 · Sustains an acceptable attendance record. Consistently complies with established work schedules. 
 
  3. Maintains open/effective communications. Serves as a reliable information resource. 
 · Encourages relationships that enhance public support for the district. 
 · Refers administrative procedure and district policy questions to an appropriate administrator. 
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 · Supports equality, diversity, and inclusion. Uses tact and diplomacy to resolve differences fairly. 
 
  4. Pursues opportunities to enhance job knowledge and skill proficiency. 
 · Keeps current with standards and practices associated with work duties. 
 · Updates skills as needed to use task-appropriate technology effectively. 
 
  5. Keeps current with emergency preparedness and response procedures. 
 · Complies with health and safety protocols to mitigate workplace risks. 
 · Protects district property. Takes precautions to prevent the loss of equipment and supplies. 
 · Takes action to address harassment or aggressive behavior. Complies with all legal statutes when 

dealing with discrimination, inappropriate behavior, or suspected child abuse/neglect. 
 
  6. Performs other specific job-related duties as directed. 
 · Helps implement district strategies to advance organizational goals. 
 
Performance  Employee performance is evaluated according to applicable law, board policies, contractual  
Evaluation:  agreements, and district administrative procedures. 
 
Working  The district offers equal employment opportunity without regard to age, color, disability, genetic 
Conditions:  information, military status, national origin, race, religion, sex (including gender identity, pregnancy, 

and sexual orientation), or any other legally protected category. 
 
  The district maintains a drug and alcohol-free work environment to prevent the adverse impact of 

substance abuse on employee performance and, to protect the rights of co-workers and the public. 
 
  Safety is essential to job performance. All employees are required to comply with workplace 

health/safety regulations and district policies when duties entail any of the following situations: 
 
   Encounters with aggressive, angry, rude, or unpleasant individuals. 
   Exposure to air-borne particulates, chemicals, combustible materials, electrical hazards, 
   loud noises, moving mechanical parts, odors, slippery/uneven surfaces, etc. 
   Exposure to blood-borne pathogens or contagious diseases. 
   Exposure to severe weather conditions or temperature extremes. 
   Movements that require balancing, bending, climbing, crouching, kneeling, or reaching. 
   Operating or riding in a vehicle. Working in or near vehicular traffic. 
   Performing tasks that require complex sequencing, dexterity, strength, stamina, etc. 
   Traveling to meetings and work assignments. 
   Working at heights, in confined spaces, or under diminished/variable lighting. 
 
  This job description document does not establish a contract or alter board-authorized employment 

agreements. Employee benefits, classifications, contract durations, skill sets, wage rates, and work 
schedules may vary by assignment. This summary document describes typical job functions and 
does not represent an exhaustive list of all possible work responsibilities. 

 
  Employee duties may change in response to collective bargaining agreements, funding variables, 

modified operating procedures, program/service adjustments, regulatory compliance, technological 
innovations, and unforeseen events. 

 
  © 2022 All Rights Reserved  



BRECKSVILLE-BROADVIEW HEIGHTS CITY SCHOOL DISTRICT 
JOB DESCRIPTION 

 
Title:  EARLY CHILDHOOD EDUCATION TEACHER (GRADES K-3) File 317 
 
Reports to:  Assigned administrator/supervisor 
 
Job Objective:  Plans and implements the assigned instructional program. 
 
Minimum · Holds/maintains required Ohio Department of Education credentials. 
Qualifications: · Acts according to the Licensure Code of Professional Conduct for Ohio Educators. 
 · Embraces high-performance standards (e.g., engagement, proficiency, resilience, etc.). 
 · Maintains a record free of criminal violations that prohibit public school employment. 
  Preferred Attributes: Active listening, creative problem solving, and good time management skills. 
 
  Physical Demand Level1: Medium strength (frequently lifting/carrying 11 to 25 lbs.). Duties require 

communicating verbally, far/near visual acuity, fine/gross manipulation, reaching at or below 
shoulder height, standing/walking, stooping, and using a traditional keyboard. 

   1 Based on U.S. Department of Labor documentation of physical demand characteristics. 
 
  Note: Legally acceptable alternative qualifications, additional assignment-specific skills, and other 

physical demands deemed appropriate by the board may be delineated at the time of appointment. 
 
Essential  1. Maintains in-depth knowledge of subject matter and pedagogy. Implements best practices 
Functions:  that support continuous improvement in student participation and achievement. 
 · Participates in observations/assessments of qualifying factors to determine student placements. 
 · Assists with screening activities for typical peer role models as part of Child Find requirements. 
 · Manages enrollment/withdrawal procedures and the maintenance of student files. 
 · Develops lesson plans consistent with state learning standards and district curriculum goals. 
 · Helps students develop educational goals that are attainable, measurable, relevant, and specific. 
 · Prepares drafts and final legally compliant Individualized Education Programs (IEPs). 
 · Aligns teaching strategies with the learning styles of students. Implements evidence-based 

instructional strategies that produce quantifiable benefits within well-defined time frames. 
 · Uses formative and summative assessments to track student progress. Provides timely feedback. 
 · Participates in team meetings. Uses comprehensive assessments to obtain objective student data. 

Plans services relevant to needs. Supports student access to inclusive educational opportunities. 
 · Plans and implements lessons aligned with Early Learning and Development Standards (i.e., 

approaches toward learning; cognition and general knowledge; language and literacy development; 
physical well-being and motor development; and, social and emotional development). 

 · Teaches students how to plan ahead, develop empathy, and include others in play activities. 
 · Provides time and opportunities for students to explore and pursue personal interests. 
 · Helps families and staff understand how the Individualized Educational Plan (IEP) and Specially 

Designed Instruction (SDIs) support educational goals and objectives. 
 · Uses positive behavioral interventions and supports to maintain discipline. Helps students acquire 

appropriate functional skills (e.g., communication, self-regulation, socialization, etc.). 
 · Periodically reviews medical alerts or emergency authorization forms when applicable (i.e. field 

trips, supplemental program activities, etc.). 
 · Maintains effective document and records management systems. Prepares timely files. Monitors 

reporting deadlines. Complies with district records retention and disposal policies. 
 · Proctors mandated testing activities. Upholds test security procedures. 
 · Ensures student lists, lesson plans, and teaching materials are readily available for substitutes. 
 
  2. Diligently attends to job details. Pursues quality results. Performs all aspects of the job. 
 · Maintains respectful relationships with co-workers and supports a cohesive team effort. 
 · Wears work attire appropriate for the position. 
 · Respects privacy. Ensures the veracity and security of confidential information. 
 · Sustains an acceptable attendance record. Consistently complies with established work schedules. 
 
  3. Maintains open/effective communications. Serves as a reliable information resource. 
 · Encourages relationships that enhance public support for the district. 
 · Refers administrative procedure and district policy questions to an appropriate administrator. 
 · Supports equality, diversity, and inclusion. Uses tact and diplomacy to resolve differences fairly. 



EARLY CHILDHOOD EDUCATION TEACHER (GRADES K-3) Page 2 of 2 
 
  4. Pursues opportunities to enhance job knowledge and skill proficiency. 
 · Keeps current with standards and practices associated with work duties. 
 · Updates skills as needed to use task-appropriate technology effectively. 
 
  5. Keeps current with emergency preparedness and response procedures. 
 · Complies with health and safety protocols to mitigate workplace risks. 
 · Protects district property. Takes precautions to prevent the loss of equipment and supplies. 
 · Takes action to address harassment or aggressive behavior. Complies with all legal statutes when 

dealing with discrimination, inappropriate behavior, or suspected child abuse/neglect. 
 
  6. Performs other specific job-related duties as directed. 
 · Helps implement district strategies to advance organizational goals. 
 
Performance  Employee performance is evaluated according to applicable law, board policies, contractual  
Evaluation:  agreements, and district administrative procedures. 
 
Working  The district offers equal employment opportunity without regard to age, color, disability, genetic 
Conditions:  information, military status, national origin, race, religion, sex (including gender identity, pregnancy, 

and sexual orientation), or any other legally protected category. 
 
  The district maintains a drug and alcohol-free work environment to prevent the adverse impact of 

substance abuse on employee performance and, to protect the rights of co-workers and the public. 
 
  Safety is essential to job performance. All employees are required to comply with workplace 

health/safety regulations and district policies when duties entail any of the following situations: 
 
   Encounters with aggressive, angry, rude, or unpleasant individuals. 
   Exposure to air-borne particulates, chemicals, combustible materials, electrical hazards, 
   loud noises, moving mechanical parts, odors, slippery/uneven surfaces, etc. 
   Exposure to blood-borne pathogens or contagious diseases. 
   Exposure to severe weather conditions or temperature extremes. 
   Movements that require balancing, bending, climbing, crouching, kneeling, or reaching. 
   Operating or riding in a vehicle. Working in or near vehicular traffic. 
   Performing tasks that require complex sequencing, dexterity, strength, stamina, etc. 
   Traveling to meetings and work assignments. 
   Working at heights, in confined spaces, or under diminished/variable lighting. 
 
  This job description document does not establish a contract or alter board-authorized employment 

agreements. Employee benefits, classifications, contract durations, skill sets, wage rates, and work 
schedules may vary by assignment. This summary document describes typical job functions and 
does not represent an exhaustive list of all possible work responsibilities. 

 
  Employee duties may change in response to collective bargaining agreements, funding variables, 

modified operating procedures, program/service adjustments, regulatory compliance, technological 
innovations, and unforeseen events. 

 
  © 2022 All Rights Reserved  



BRECKSVILLE-BROADVIEW HEIGHTS CITY SCHOOL DISTRICT 
JOB DESCRIPTION 

 
Title:  ELL OR TESOL TEACHER File 318 
 
Reports to:  Assigned administrator/supervisor 
 
Job Objective:  Serves as the instructional leader of the English Language Learner Program (ELL) or Teaching 

English to Speakers of Other Languages (TESOL) Program. 
 
Minimum · Holds/maintains required Ohio Department of Education credentials. 
Qualifications: · Ability to develop and implement clear pathways to successfully achieve program objectives. 
 · Acts according to the Licensure Code of Professional Conduct for Ohio Educators. 
 · Demonstrated leadership abilities and a willingness to take on challenging tasks. 
 · Embraces high-performance standards (e.g., engagement, proficiency, resilience, etc.). 
 · Maintains a record free of criminal violations that prohibit public school employment. 
  Preferred Attributes: Active listening, creative problem solving, and good time management skills. 
 
  Physical Demand Level1: Sedentary strength (seldom lifting/carrying more than 11 lbs.). Duties 

require communicating verbally, far/near visual acuity, fine/gross manipulation, reaching at or below 
shoulder height, standing/walking, and using a traditional keyboard. 

   1 Based on U.S. Department of Labor documentation of physical demand characteristics. 
 
  Note: Legally acceptable alternative qualifications, additional assignment-specific skills, and other 

physical demands deemed appropriate by the board may be delineated at the time of appointment. 
 
Essential  1. Coordinates services that help participants learn or improve English language skills. 
Functions:  · Provides leadership for the advancement of best practices and academic standards. Implements 

initiatives that support continuous improvement in student participation and achievement. 
 · Works with staff to develop standards-based curriculum guides and high-quality courses of study. 
 · Facilitates the cultural and academic assimilation of English language students. Schedules family 

meetings to improve communications, resolve problems, and facilitate transition activities. 
 · Develops lesson plans consistent with state learning standards and district curriculum goals. 
 · Helps students develop educational goals that are attainable, measurable, relevant, and specific. 
 · Aligns teaching strategies with the learning styles of students. Implements evidence-based 

instructional strategies that produce quantifiable benefits within well-defined time frames. 
 · Participates in team meetings. Uses comprehensive assessments to obtain objective student data. 

Plans services relevant to needs. Supports student access to inclusive educational opportunities. 
 · Prepares Language Development Plans. Implements developmentally and cognitively appropriate 

instruction e.g., English Immersion, ESL (Pull-Out/Push-In), Sheltered Immersion (Content-Based 
English Instruction), Dual-Language Program, Transitional Bilingualism, etc. 

 · Uses positive behavioral interventions and supports to maintain discipline. Helps students acquire 
appropriate functional skills (e.g., communication, self-regulation, socialization, etc.). 

 · Manages student records and compliance paperwork (including students in mainstreamed 
instruction during trial periods). 

 · Administers the authorized English Language Acquisition Test to determine if participants have 
achieved the required proficiency level to exit the program. 

 · Periodically reviews medical alerts or emergency authorization forms when applicable (i.e. field 
trips, supplemental program activities, etc.). 

 · Maintains effective document and records management systems. Prepares timely files. Monitors 
reporting deadlines. Complies with district records retention and disposal policies. 

 · Helps manage mandated testing programs. Maintains test security. Helps analyze test results. 
 
  2. Diligently attends to job details. Pursues quality results. Performs all aspects of the job. 
 · Maintains respectful relationships with co-workers and supports a cohesive team effort. 
 · Wears work attire appropriate for the position. 
 · Respects privacy. Ensures the veracity and security of confidential information. 
 · Sustains an acceptable attendance record. Consistently complies with established work schedules. 
 
  3. Maintains open/effective communications. Serves as a reliable information resource. 
 · Encourages relationships that enhance public support for the district. 
 · Helps the community understand district policy objectives and administrative procedures. 
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 · Supports equality, diversity, and inclusion. Uses tact and diplomacy to resolve differences fairly. 
 
  4. Pursues opportunities to enhance job knowledge and skill proficiency. 
 · Keeps current with standards and practices associated with work duties. 
 · Updates skills as needed to use task-appropriate technology effectively. 
 
  5. Keeps current with emergency preparedness and response procedures. 
 · Complies with health and safety protocols to mitigate workplace risks. 
 · Protects district property. Takes precautions to prevent the loss of equipment and supplies. 
 · Takes action to address harassment or aggressive behavior. Complies with all legal statutes when 

dealing with discrimination, inappropriate behavior, or suspected child abuse/neglect. 
 
  6. Performs other specific job-related duties as directed. 
 · Implements district strategies to advance organizational goals. 
 
Performance  Employee performance is evaluated according to applicable law, board policies, contractual  
Evaluation:  agreements, and district administrative procedures. 
 
Working  The district offers equal employment opportunity without regard to age, color, disability, genetic 
Conditions:  information, military status, national origin, race, religion, sex (including gender identity, pregnancy, 

and sexual orientation), or any other legally protected category. 
 
  The district maintains a drug and alcohol-free work environment to prevent the adverse impact of 

substance abuse on employee performance and, to protect the rights of co-workers and the public. 
 
  Safety is essential to job performance. All employees are required to comply with workplace 

health/safety regulations and district policies when duties entail any of the following situations: 
 
   Encounters with aggressive, angry, rude, or unpleasant individuals. 
   Exposure to air-borne particulates, chemicals, combustible materials, electrical hazards, 
   loud noises, moving mechanical parts, odors, slippery/uneven surfaces, etc. 
   Exposure to blood-borne pathogens or contagious diseases. 
   Exposure to severe weather conditions or temperature extremes. 
   Movements that require balancing, bending, climbing, crouching, kneeling, or reaching. 
   Operating or riding in a vehicle. Working in or near vehicular traffic. 
   Performing tasks that require complex sequencing, dexterity, strength, stamina, etc. 
   Traveling to meetings and work assignments. 
   Working at heights, in confined spaces, or under diminished/variable lighting. 
 
  This job description document does not establish a contract or alter board-authorized employment 

agreements. Employee benefits, classifications, contract durations, skill sets, wage rates, and work 
schedules may vary by assignment. This summary document describes typical job functions and 
does not represent an exhaustive list of all possible work responsibilities. 

 
  Employee duties may change in response to collective bargaining agreements, funding variables, 

modified operating procedures, program/service adjustments, regulatory compliance, technological 
innovations, and unforeseen events. 

 
  © 2022 All Rights Reserved  



BRECKSVILLE-BROADVIEW HEIGHTS CITY SCHOOL DISTRICT 
JOB DESCRIPTION 

 
Title:  TEACHER – EMOTIONAL & BEHAVIORAL DISABILITIES (SBH/SED/EM) File 319 
 
Reports to:  Assigned administrator/supervisor 
 
Job Objective:  Works with families, students, and teachers to identify barriers limiting access, academic progress, 

and/or active participation. Develops goals and objectives with benchmarks for identified students. 
 
Minimum · Holds/maintains required Ohio Department of Education credentials. 
Qualifications: · Acts according to the Licensure Code of Professional Conduct for Ohio Educators. 
 · Embraces high-performance standards (e.g., engagement, proficiency, resilience, etc.). 
 · Maintains a record free of criminal violations that prohibit public school employment. 
  Preferred Attributes: Active listening, creative problem solving, and good time management skills. 
 
  Physical Demand Level1: Sedentary strength (seldom lifting/carrying more than 11 lbs.). Duties 

require communicating verbally, far/near visual acuity, fine/gross manipulation, reaching at or below 
shoulder height, standing/walking, stooping, and using a traditional keyboard. 

   1 Based on U.S. Department of Labor documentation of physical demand characteristics. 
 
  Note: Legally acceptable alternative qualifications, additional assignment-specific skills, and other 

physical demands deemed appropriate by the board may be delineated at the time of appointment. 
 
Essential  1. Develops and manages individualized learning strategies for students falling below 
Functions:  district standards. Documents student progress to gauge the efficacy of interventions. 
 · Provides leadership for the advancement of best practices and academic standards. Implements 

initiatives that support continuous improvement in student participation and achievement. 
 · Schedules regular meetings to address concerns related to caseload responsibilities. 
 · Participates in the Evaluation Team Report (ETR) process and parent/student conferences. 
 · Uses comprehensive assessments to obtain objective student data. Plans services relevant to 

needs. Supports student access to inclusive educational opportunities. 
 · Assists with Functional Behavioral Assessments (FBA). Helps develop Behavioral Intervention 

Plans (BIP) that target and change undesirable behaviors. 
 · Prepares legally compliant Individualized Education Programs (IEPs). Identifies current levels of 

performance, short-term objectives, annual goals, service duration, evaluation procedures, etc. 
 · Helps families and staff understand how the Individualized Educational Plan (IEP) and Specially 

Designed Instruction (SDIs) support educational goals and objectives. 
 · Develops lesson plans consistent with state learning standards and district curriculum goals. 
 · Helps students develop educational goals that are attainable, measurable, relevant, and specific. 
 · Aligns teaching strategies with the learning styles of students. Implements evidence-based 

instructional strategies that produce quantifiable benefits within well-defined time frames. 
 · Provides a highly structured learning environment. Advances academic performance using 

behavior modification, guided instruction, and peer group accountability. Helps students acquire 
appropriate functional skills (e.g., communication, self-regulation, socialization, etc.). 

 · Implements developmentally and cognitively appropriate extensions of classroom instruction. (e.g., 
environmental and instructional accommodations, push-in/pull-out support, etc.). 

 · Uses formative and summative assessments to track student progress. Provides timely feedback. 
 · Periodically reviews medical alerts or emergency authorization forms when applicable (i.e. field 

trips, supplemental program activities, etc.). 
 · Maintains effective document and records management systems. Prepares timely files. Monitors 

reporting deadlines. Complies with district records retention and disposal policies. 
 · Proctors mandated testing activities. Upholds test security procedures. 
 · Ensures student lists, lesson plans, and teaching materials are readily available for substitutes. 
 
  2. Diligently attends to job details. Pursues quality results. Performs all aspects of the job. 
 · Maintains respectful relationships with co-workers and supports a cohesive team effort. 
 · Wears work attire appropriate for the position. 
 · Respects privacy. Ensures the veracity and security of confidential information. 
 · Sustains an acceptable attendance record. Consistently complies with established work schedules. 
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  3. Maintains open/effective communications. Serves as a reliable information resource. 
 · Encourages relationships that enhance public support for the district. 
 · Refers administrative procedure and district policy questions to an appropriate administrator. 
 · Supports equality, diversity, and inclusion. Uses tact and diplomacy to resolve differences fairly. 
 
  4. Pursues opportunities to enhance job knowledge and skill proficiency. 
 · Keeps current with standards and practices associated with work duties. 
 · Updates skills as needed to use task-appropriate technology effectively. 
 
  5. Keeps current with emergency preparedness and response procedures. 
 · Complies with health and safety protocols to mitigate workplace risks. 
 · Protects district property. Takes precautions to prevent the loss of equipment and supplies. 
 · Takes action to address harassment or aggressive behavior. Complies with all legal statutes when 

dealing with discrimination, inappropriate behavior, or suspected child abuse/neglect. 
 
  6. Performs other specific job-related duties as directed. 
 · Helps implement district strategies to advance organizational goals. 
 
Performance  Employee performance is evaluated according to applicable law, board policies, contractual  
Evaluation:  agreements, and district administrative procedures. 
 
Working  The district offers equal employment opportunity without regard to age, color, disability, genetic 
Conditions:  information, military status, national origin, race, religion, sex (including gender identity, pregnancy, 

and sexual orientation), or any other legally protected category. 
 
  The district maintains a drug and alcohol-free work environment to prevent the adverse impact of 

substance abuse on employee performance and, to protect the rights of co-workers and the public. 
 
  Safety is essential to job performance. All employees are required to comply with workplace 

health/safety regulations and district policies when duties entail any of the following situations: 
 
   Encounters with aggressive, angry, rude, or unpleasant individuals. 
   Exposure to air-borne particulates, chemicals, combustible materials, electrical hazards, 
   loud noises, moving mechanical parts, odors, slippery/uneven surfaces, etc. 
   Exposure to blood-borne pathogens or contagious diseases. 
   Exposure to severe weather conditions or temperature extremes. 
   Movements that require balancing, bending, climbing, crouching, kneeling, or reaching. 
   Operating or riding in a vehicle. Working in or near vehicular traffic. 
   Performing tasks that require complex sequencing, dexterity, strength, stamina, etc. 
   Traveling to meetings and work assignments. 
   Working at heights, in confined spaces, or under diminished/variable lighting. 
 
  This job description document does not establish a contract or alter board-authorized employment 

agreements. Employee benefits, classifications, contract durations, skill sets, wage rates, and work 
schedules may vary by assignment. This summary document describes typical job functions and 
does not represent an exhaustive list of all possible work responsibilities. 

 
  Employee duties may change in response to collective bargaining agreements, funding variables, 

modified operating procedures, program/service adjustments, regulatory compliance, technological 
innovations, and unforeseen events. 

 
  © 2022 All Rights Reserved  



BRECKSVILLE-BROADVIEW HEIGHTS CITY SCHOOL DISTRICT 
JOB DESCRIPTION 

 
Title:  GIFTED INTERVENTION SPECIALIST File 320 
 
Reports to:  Assigned administrator/supervisor 
 
Job Objective:  Plans and implements the assigned instructional program. 
 
Minimum · Holds/maintains required Ohio Department of Education credentials. 
Qualifications: · Acts according to the Licensure Code of Professional Conduct for Ohio Educators. 
 · Comprehensive knowledge of identification criteria, characteristics, and educational needs of gifted 

students. Displays highly developed test interpretation skills. 
 · Embraces high-performance standards (e.g., engagement, proficiency, resilience, etc.). 
 · Maintains a record free of criminal violations that prohibit public school employment. 
  Preferred Attributes: Active listening, creative problem solving, and good time management skills. 
 
  Physical Demand Level1: Sedentary strength (seldom lifting/carrying more than 11 lbs.). Duties 

require communicating verbally, far/near visual acuity, fine/gross manipulation, reaching at or below 
shoulder height, standing/walking, stooping, and using a traditional keyboard. 

   1 Based on U.S. Department of Labor documentation of physical demand characteristics. 
 
  Note: Legally acceptable alternative qualifications, additional assignment-specific skills, and other 

physical demands deemed appropriate by the board may be delineated at the time of appointment. 
 
Essential  1. Maintains in-depth knowledge of subject matter and pedagogy. Implements best practices 
Functions:  that support continuous improvement in student participation and achievement. 
 · Coordinates program components (e.g., curriculum development, instructional goals, parent 

notification, participation criteria, etc.). Qualifies students for program participation (e.g., 
achievement tests, grades, intelligence testing, parent/student and teacher recommendations, etc.). 

 · Develops lesson plans consistent with state learning standards and district curriculum goals. 
 · Helps students develop educational goals that are attainable, measurable, relevant, and specific. 
 · Aligns teaching strategies with the learning styles of students. Implements evidence-based 

instructional strategies that produce quantifiable benefits within well-defined time frames. 
 · Uses formative and summative assessments to track student progress. Provides timely feedback. 
 · Participates in team meetings. Uses comprehensive assessments to obtain objective student data. 

Plans services relevant to needs. Supports student access to inclusive educational opportunities. 
 · Implements developmentally and cognitively appropriate extensions of classroom instruction. (e.g., 

accelerated learning, advanced placements, independent studies, mentoring, post-secondary credit 
programs, pull-out, team-teaching, etc.). 

 · Uses positive behavioral interventions and supports to maintain discipline. Helps students acquire 
appropriate functional skills (e.g., communication, self-regulation, socialization, etc.). 

 · Periodically reviews medical alerts or emergency authorization forms when applicable (i.e. field 
trips, supplemental program activities, etc.). 

 · Maintains effective document and records management systems. Prepares timely files. Monitors 
reporting deadlines. Complies with district records retention and disposal policies. 

 · Proctors mandated testing activities. Upholds test security procedures. 
 · Ensures student lists, lesson plans, and teaching materials are readily available for substitutes. 
 
  2. Diligently attends to job details. Pursues quality results. Performs all aspects of the job. 
 · Maintains respectful relationships with co-workers and supports a cohesive team effort. 
 · Wears work attire appropriate for the position. 
 · Respects privacy. Ensures the veracity and security of confidential information. 
 · Sustains an acceptable attendance record. Consistently complies with established work schedules. 
 
  3. Maintains open/effective communications. Serves as a reliable information resource. 
 · Encourages relationships that enhance public support for the district. 
 · Refers administrative procedure and district policy questions to an appropriate administrator. 
 · Supports equality, diversity, and inclusion. Uses tact and diplomacy to resolve differences fairly. 
 
  4. Pursues opportunities to enhance job knowledge and skill proficiency. 
 · Keeps current with standards and practices associated with work duties. 
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 · Updates skills as needed to use task-appropriate technology effectively. 
 
  5. Keeps current with emergency preparedness and response procedures. 
 · Complies with health and safety protocols to mitigate workplace risks. 
 · Protects district property. Takes precautions to prevent the loss of equipment and supplies. 
 
 · Takes action to address harassment or aggressive behavior. Complies with all legal statutes when 

dealing with discrimination, inappropriate behavior, or suspected child abuse/neglect. 
 
  6. Performs other specific job-related duties as directed. 
 · Helps implement district strategies to advance organizational goals. 
 
Performance  Employee performance is evaluated according to applicable law, board policies, contractual  
Evaluation:  agreements, and district administrative procedures. 
 
Working  The district offers equal employment opportunity without regard to age, color, disability, genetic 
Conditions:  information, military status, national origin, race, religion, sex (including gender identity, pregnancy, 

and sexual orientation), or any other legally protected category. 
 
  The district maintains a drug and alcohol-free work environment to prevent the adverse impact of 

substance abuse on employee performance and, to protect the rights of co-workers and the public. 
 
  Safety is essential to job performance. All employees are required to comply with workplace 

health/safety regulations and district policies when duties entail any of the following situations: 
 
   Encounters with aggressive, angry, rude, or unpleasant individuals. 
   Exposure to air-borne particulates, chemicals, combustible materials, electrical hazards, 
   loud noises, moving mechanical parts, odors, slippery/uneven surfaces, etc. 
   Exposure to blood-borne pathogens or contagious diseases. 
   Exposure to severe weather conditions or temperature extremes. 
   Movements that require balancing, bending, climbing, crouching, kneeling, or reaching. 
   Operating or riding in a vehicle. Working in or near vehicular traffic. 
   Performing tasks that require complex sequencing, dexterity, strength, stamina, etc. 
   Traveling to meetings and work assignments. 
   Working at heights, in confined spaces, or under diminished/variable lighting. 
 
  This job description document does not establish a contract or alter board-authorized employment 

agreements. Employee benefits, classifications, contract durations, skill sets, wage rates, and work 
schedules may vary by assignment. This summary document describes typical job functions and 
does not represent an exhaustive list of all possible work responsibilities. 

 
  Employee duties may change in response to collective bargaining agreements, funding variables, 

modified operating procedures, program/service adjustments, regulatory compliance, technological 
innovations, and unforeseen events. 

 
  © 2022 All Rights Reserved  



BRECKSVILLE-BROADVIEW HEIGHTS CITY SCHOOL DISTRICT 
JOB DESCRIPTION 

 
Title:  INTERVENTION SPECIALIST File 321 
 
Reports to:  Assigned administrator/supervisor 
 
Job Objective:  Works with families, students, and teachers to identify barriers limiting access, academic progress, 

and/or active participation. Develops goals and objectives with benchmarks for identified students. 
 
Minimum · Holds/maintains required Ohio Department of Education credentials. 
Qualifications: · Acts according to the Licensure Code of Professional Conduct for Ohio Educators. 
 · Embraces high-performance standards (e.g., engagement, proficiency, resilience, etc.). 
 · Maintains a record free of criminal violations that prohibit public school employment. 
  Preferred Attributes: Active listening, creative problem solving, and good time management skills. 
 
  Physical Demand Level1: Sedentary strength (seldom lifting/carrying more than 11 lbs.). Duties 

require communicating verbally, far/near visual acuity, fine/gross manipulation, reaching at or below 
shoulder height, standing/walking, stooping, and using a traditional keyboard. 

   1 Based on U.S. Department of Labor documentation of physical demand characteristics. 
 
  Note: Legally acceptable alternative qualifications, additional assignment-specific skills, and other 

physical demands deemed appropriate by the board may be delineated at the time of appointment. 
 
Essential  1. Develops and manages individualized learning strategies for students falling below 
Functions:  district standards. Documents student progress to gauge the efficacy of interventions. 
 · Provides leadership for the advancement of best practices and academic standards. Implements 

initiatives that support continuous improvement in student participation and achievement. 
 · Schedules regular meetings to address concerns related to caseload responsibilities. 
 · Participates in the Evaluation Team Report (ETR) process and parent/student conferences. 
 · Uses comprehensive assessments to obtain objective student data. Plans services relevant to 

needs. Supports student access to inclusive educational opportunities. 
 · Assists with Functional Behavioral Assessments (FBA). Helps develop Behavioral Intervention 

Plans (BIP) that target and change undesirable behaviors. 
 · Prepares legally compliant Individualized Education Programs (IEPs). Identifies current levels of 

performance, short-term objectives, annual goals, service duration, evaluation procedures, etc. 
 · Helps families and staff understand how the Individualized Educational Plan (IEP) and Specially 

Designed Instruction (SDIs) support educational goals and objectives. 
 · Develops lesson plans consistent with state learning standards and district curriculum goals. 
 · Helps students develop educational goals that are attainable, measurable, relevant, and specific. 
 · Aligns teaching strategies with the learning styles of students. Implements evidence-based 

instructional strategies that produce quantifiable benefits within well-defined time frames. 
 · Provides a highly structured learning environment. Advances academic performance using 

behavior modification, guided instruction, and peer group accountability. Helps students acquire 
appropriate functional skills (e.g., communication, self-regulation, socialization, etc.). 

 · Implements developmentally and cognitively appropriate extensions of classroom instruction. (e.g., 
environmental and instructional accommodations, push-in/pull-out support, etc.). 

 · Uses formative and summative assessments to track student progress. Provides timely feedback. 
 · Periodically reviews medical alerts or emergency authorization forms when applicable (i.e. field 

trips, supplemental program activities, etc.). 
 · Maintains effective document and records management systems. Prepares timely files. Monitors 

reporting deadlines. Complies with district records retention and disposal policies. 
 · Proctors mandated testing activities. Upholds test security procedures. 
 · Ensures student lists, lesson plans, and teaching materials are readily available for substitutes. 
 
  2. Diligently attends to job details. Pursues quality results. Performs all aspects of the job. 
 · Maintains respectful relationships with co-workers and supports a cohesive team effort. 
 · Wears work attire appropriate for the position. 
 · Respects privacy. Ensures the veracity and security of confidential information. 
 · Sustains an acceptable attendance record. Consistently complies with established work schedules. 
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  3. Maintains open/effective communications. Serves as a reliable information resource. 
 · Encourages relationships that enhance public support for the district. 
 · Refers administrative procedure and district policy questions to an appropriate administrator. 
 · Supports equality, diversity, and inclusion. Uses tact and diplomacy to resolve differences fairly. 
 
  4. Pursues opportunities to enhance job knowledge and skill proficiency. 
 · Keeps current with standards and practices associated with work duties. 
 · Updates skills as needed to use task-appropriate technology effectively. 
 
  5. Keeps current with emergency preparedness and response procedures. 
 · Complies with health and safety protocols to mitigate workplace risks. 
 · Protects district property. Takes precautions to prevent the loss of equipment and supplies. 
 · Takes action to address harassment or aggressive behavior. Complies with all legal statutes when 

dealing with discrimination, inappropriate behavior, or suspected child abuse/neglect. 
 
  6. Performs other specific job-related duties as directed. 
 · Helps implement district strategies to advance organizational goals. 
 
Performance  Employee performance is evaluated according to applicable law, board policies, contractual  
Evaluation:  agreements, and district administrative procedures. 
 
Working  The district offers equal employment opportunity without regard to age, color, disability, genetic 
Conditions:  information, military status, national origin, race, religion, sex (including gender identity, pregnancy, 

and sexual orientation), or any other legally protected category. 
 
  The district maintains a drug and alcohol-free work environment to prevent the adverse impact of 

substance abuse on employee performance and, to protect the rights of co-workers and the public. 
 
  Safety is essential to job performance. All employees are required to comply with workplace 

health/safety regulations and district policies when duties entail any of the following situations: 
 
   Encounters with aggressive, angry, rude, or unpleasant individuals. 
   Exposure to air-borne particulates, chemicals, combustible materials, electrical hazards, 
   loud noises, moving mechanical parts, odors, slippery/uneven surfaces, etc. 
   Exposure to blood-borne pathogens or contagious diseases. 
   Exposure to severe weather conditions or temperature extremes. 
   Movements that require balancing, bending, climbing, crouching, kneeling, or reaching. 
   Operating or riding in a vehicle. Working in or near vehicular traffic. 
   Performing tasks that require complex sequencing, dexterity, strength, stamina, etc. 
   Traveling to meetings and work assignments. 
   Working at heights, in confined spaces, or under diminished/variable lighting. 
 
  This job description document does not establish a contract or alter board-authorized employment 

agreements. Employee benefits, classifications, contract durations, skill sets, wage rates, and work 
schedules may vary by assignment. This summary document describes typical job functions and 
does not represent an exhaustive list of all possible work responsibilities. 

 
  Employee duties may change in response to collective bargaining agreements, funding variables, 

modified operating procedures, program/service adjustments, regulatory compliance, technological 
innovations, and unforeseen events. 

 
  © 2022 All Rights Reserved  



BRECKSVILLE-BROADVIEW HEIGHTS CITY SCHOOL DISTRICT 
JOB DESCRIPTION 

 
Title:  MUSIC TEACHER (GENERAL) File 322 
 
Reports to:  Assigned administrator/supervisor 
 
Job Objective:  Plans and implements an elementary school music program. 
 
Minimum · Holds/maintains required Ohio Department of Education credentials. 
Qualifications: · Acts according to the Licensure Code of Professional Conduct for Ohio Educators. 
 · Embraces high-performance standards (e.g., engagement, proficiency, resilience, etc.) 
 · Maintains a record free of criminal violations that prohibit public school employment. 
  Preferred Attributes: Active listening, creative problem solving, and good time management skills. 
 
  Physical Demand Level1: Sedentary strength (seldom lifting/carrying more than 11 lbs.). Duties 

require communicating verbally, far/near visual acuity, fine/gross manipulation, reaching at or below 
shoulder height, standing/walking, stooping, and using a traditional keyboard. 

   1 Abridged U.S. Department of Labor documentation of physical demand characteristics. 
 
  Note: Legally acceptable alternative qualifications, extra assignment-specific skills, and other 

physical demands deemed appropriate by the board may be delineated at the time of appointment. 
 
Essential  1. Maintains in-depth knowledge of subject matter and pedagogy. Implements best practices 
Functions:  that support continuous improvement in student participation and achievement. 
 · Researches/selects age-appropriate music that is attainable by students. 
 · Prepares/restores shared program sites. Maintains orderly work/storage areas. 
 · Consults with the principal to set up a public performance schedule. Coordinates activities with the 

school calendar. Supervises supplemental practice sessions and performances. 
 · Develops lesson plans consistent with state learning standards and district curriculum goals. 
 · Helps students develop educational goals that are attainable, measurable, relevant, and specific. 
 · Aligns teaching strategies with the learning styles of students. Implements evidence-based 

instructional strategies that produce quantifiable benefits within well-defined time frames. 
 · Uses formative and summative assessments to track student progress. Provides timely feedback. 
 · Participates in team meetings. Uses comprehensive assessments to obtain objective student data. 

Plans services relevant to needs. Supports student access to inclusive educational opportunities. 
 · Uses a variety of music modalities to help students develop self-awareness, enhance sensory 

processing skills to express experiences, feelings, and imagination. 
 · Teaches the importance of following rules, practice and contributing to a group effort. 
 · Helps students identify additional district/community resources to pursue advanced skills. 
 · Uses positive behavioral interventions and supports to maintain discipline. Helps students acquire 

appropriate functional skills (e.g., communication, self-regulation, socialization, etc.) 
 · Periodically reviews medical alerts or emergency authorization forms when applicable (i.e. field 

trips, supplemental program activities, etc.). 
 · Maintains effective document and records management systems. Prepares timely files. Monitors 

reporting deadlines. Complies with district records retention and disposal policies. 
 · Proctors mandated testing activities. Upholds test security procedures. 
 · Ensures student lists, lesson plans, and teaching materials are readily available for substitutes. 
 
  2. Consistently performs all aspects of the job. Diligently pursues high quality results. 
 · Maintains respectful relationships with co-workers and supports a cohesive team effort. 
 · Wears work attire appropriate for the position. 
 · Helps ensure the accuracy and privacy of confidential information. 
 · Sustains an acceptable attendance record. Consistently complies with established work schedules. 
 
  3. Maintains open/effective communications. Serves as a reliable information resource. 
 · Encourages relationships that enhance public support for the district. 
 · Refers administrative procedure and district policy questions to an appropriate administrator. 
 · Supports equality, diversity, and inclusion. Uses tact and diplomacy to resolve differences fairly. 
 
  4. Pursues opportunities to enhance job knowledge and skill proficiency. 
 · Keeps current with standards and practices associated with work duties. 
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 · Updates skills as needed to use task-appropriate technology effectively. 
 
  5. Keeps current with emergency preparedness and response procedures. 
 · Complies with health and safety protocols to mitigate workplace risks. 
 · Protects district property. Takes precautions to prevent the loss of equipment and supplies. 
 · Takes action to address harassment or aggressive behavior. Complies with all legal statutes when 

dealing with discrimination, inappropriate behavior, or suspected child abuse/neglect. 
 
  6. Performs other specific job-related duties as directed. 
 · Helps implement district strategies to advance organizational goals. 
 
Performance  Employee performance is evaluated according to applicable law, board policies, contractual  
Evaluation:  agreements, and district administrative procedures. 
 
Working  The district offers equal employment opportunity without regard to age, color, disability, genetic 
Conditions:  information, military status, national origin, race, religion, sex (including gender identity, pregnancy, 

and sexual orientation), or any other legally protected category. 
 
  The district maintains a drug and alcohol-free work environment to prevent the adverse impact of 

substance abuse on employee performance and protect the rights of co-workers and the public. 
 
  Safety is essential to job performance. All employees are required to comply with workplace 

health/safety regulations and district policies when duties entail any of the following situations: 
 
   Encounters with aggressive, angry, rude, or unpleasant individuals. 
   Exposure to air-borne particulates, chemicals, combustible materials, electrical hazards, 
   loud noises, moving mechanical parts, odors, slippery/uneven surfaces, etc. 
   Exposure to blood-borne pathogens or contagious diseases. 
   Exposure to severe weather conditions or temperature extremes. 
   Movements that require balancing, bending, climbing, crouching, kneeling, or reaching. 
   Operating or riding in a vehicle. Working in or near vehicular traffic. 
   Performing tasks that require complex sequencing, dexterity, strength, stamina, etc. 
   Traveling to meetings and work assignments. 
   Working at heights, in confined spaces, or under diminished/variable lighting. 
 
  This job description document does not establish a contract or alter board-authorized employment 

agreements. Employee benefits, classifications, contract durations, skill sets, wage rates, and work 
schedules may vary by assignment. This summary document describes typical job functions and 
does not represent an exhaustive list of all possible work responsibilities. 

 
  Employee duties may change in response to collective bargaining agreements, funding variables, 

modified operating procedures, program/service adjustments, regulatory compliance, technological 
innovations, and unforeseen events. 

 
  © 2022 All Rights Reserved  



BRECKSVILLE-BROADVIEW HEIGHTS CITY SCHOOL DISTRICT 
JOB DESCRIPTION 

 
Title:  INSTRUMENTAL TEACHER File 323 
 
Reports to:  Assigned administrator/supervisor 
 
Job Objective:  Directs the assigned music program (jazz band, orchestra, or wind ensemble). 
 
Minimum · Performing arts production skills verified by training and relevant work experience. 
Qualifications: · Available to work a non-traditional schedule and irregular hours when needed. 
 · Embraces high-performance standards (e.g., engagement, proficiency, resilience, etc.). 
 · Maintains a record free of criminal violations that prohibit public school employment. 
  Preferred Attributes: Active listening, creative problem solving, and good time management skills. 
 
  Physical Demand Level1: Medium strength (frequently lifting/carrying 11 to 25 lbs.). Duties require 

communicating verbally, crouching, far/near visual acuity, fine/gross manipulation, reaching at or 
below shoulder height and overhead, standing/walking, stooping, and using a traditional keyboard. 

   1 Based on U.S. Department of Labor documentation of physical demand characteristics. 
 
  Note: Legally acceptable alternative qualifications, additional assignment-specific skills, and other 

physical demands deemed appropriate by the board may be delineated at the time of appointment. 
 
Essential  1. Develops, delivers, and advances program activities. Provides opportunities for students 
Functions:  to enhance skills, build positive peer relationships, and develop leadership qualities. 
 · Prepares program goals, budget, and implementation plan for administrative approval. 
 · Develops a music curriculum (e.g., education, improvisation, literature, theory, etc.). 
 · Selects a challenging performance program that is age-appropriate and attainable for students. 
 · Prepares a performance calendar. Assembles a production team. 
 · Encourages student participation. Monitors the accuracy of internal-external communications. 
 · Prepares/restores shared program sites. Maintains orderly work/storage areas. 
 · Executes a well-designed program plan. Ensures participants receive appropriate instruction, 

support, and opportunities to participate. Provides proactive supervision for all program activities. 
 · Ensures program activities are self-sustaining except when authorized by the administration. 
 · Provides opportunities for program participants to critique activities and suggest enhancements. 
 · Periodically reviews medical alerts or emergency authorization forms when applicable (i.e. field 

trips, supplemental program activities, etc.). 
 · Maintains effective document and records management systems. Prepares timely files. Monitors 

reporting deadlines. Complies with district records retention and disposal policies. 
 · Preserves reference materials for future programs (e.g., advertising, correspondence, participant 

information, photos, publicity, scheduling, staffing, videotapes, volunteer activities, etc.). 
 
  2. Diligently attends to job details. Pursues quality results. Performs all aspects of the job. 
 · Maintains respectful relationships with co-workers and supports a cohesive team effort. 
 · Wears work attire appropriate for the position. 
 · Respects privacy. Ensures the veracity and security of confidential information. 
 · Sustains an acceptable attendance record. Consistently complies with established work schedules. 
 
  3. Maintains open/effective communications. Serves as a reliable information resource. 
 · Encourages relationships that enhance public support for the district. 
 · Refers administrative procedure and district policy questions to an appropriate administrator. 
 · Supports equality, diversity, and inclusion. Uses tact and diplomacy to resolve differences fairly. 
 
  4. Pursues opportunities to enhance job knowledge and skill proficiency. 
 · Keeps current with standards and practices associated with work duties. 
 · Updates skills as needed to use task-appropriate technology effectively. 
 
  5. Keeps current with emergency preparedness and response procedures. 
 · Complies with health and safety protocols to mitigate workplace risks. 
 · Protects district property. Takes precautions to prevent the loss of equipment and supplies. 
 · Takes action to address harassment or aggressive behavior. Complies with all legal statutes when 

dealing with discrimination, inappropriate behavior, or suspected child abuse/neglect. 
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  6. Performs other specific job-related duties as directed. 
 · Helps implement district strategies to advance organizational goals. 
 
Performance  Employee performance is evaluated according to applicable law, board policies, contractual  
Evaluation:  agreements, and district administrative procedures. 
 
Working  The district offers equal employment opportunity without regard to age, color, disability, genetic 
Conditions:  information, military status, national origin, race, religion, sex (including gender identity, pregnancy, 

and sexual orientation), or any other legally protected category. 
 
  The district maintains a drug and alcohol-free work environment to prevent the adverse impact of 

substance abuse on employee performance and, to protect the rights of co-workers and the public. 
 
  Safety is essential to job performance. All employees are required to comply with workplace 

health/safety regulations and district policies when duties entail any of the following situations: 
 
   Encounters with aggressive, angry, rude, or unpleasant individuals. 
   Exposure to air-borne particulates, chemicals, combustible materials, electrical hazards, 
   loud noises, moving mechanical parts, odors, slippery/uneven surfaces, etc. 
   Exposure to blood-borne pathogens or contagious diseases. 
   Exposure to severe weather conditions or temperature extremes. 
   Movements that require balancing, bending, climbing, crouching, kneeling, or reaching. 
   Operating or riding in a vehicle. Working in or near vehicular traffic. 
   Performing tasks that require complex sequencing, dexterity, strength, stamina, etc. 
   Traveling to meetings and work assignments. 
   Working at heights, in confined spaces, or under diminished/variable lighting. 
 
  This job description document does not establish a contract or alter board-authorized employment 

agreements. Employee benefits, classifications, contract durations, skill sets, wage rates, and work 
schedules may vary by assignment. This summary document describes typical job functions and 
does not represent an exhaustive list of all possible work responsibilities. 

 
  Employee duties may change in response to collective bargaining agreements, funding variables, 

modified operating procedures, program/service adjustments, regulatory compliance, technological 
innovations, and unforeseen events. 

 
  © 2022 All Rights Reserved  



BRECKSVILLE-BROADVIEW HEIGHTS CITY SCHOOL DISTRICT 
JOB DESCRIPTION 

 
Title:  MUSIC TEACHER (VOCAL) File 324 
 
Reports to:  Assigned administrator/supervisor 
 
Job Objective:  Directs the choir program. 
 
Minimum · Performing arts production skills verified by training and relevant work experience. 
Qualifications: · Available to work a non-traditional schedule and irregular hours when needed. 
 · Embraces high-performance standards (e.g., engagement, proficiency, resilience, etc.). 
 · Maintains a record free of criminal violations that prohibit public school employment. 
  Preferred Attributes: Active listening, creative problem solving, and good time management skills. 
 
  Physical Demand Level1: Light to medium strength (frequently lifting/carrying 11 to 25 lbs.). Duties 

require communicating verbally, far/near visual acuity, fine/gross manipulation, reaching at or below 
shoulder height, standing/walking, stooping, and using a traditional keyboard. 

   1 Based on U.S. Department of Labor documentation of physical demand characteristics. 
 
  Note: Legally acceptable alternative qualifications, additional assignment-specific skills, and other 

physical demands deemed appropriate by the board may be delineated at the time of appointment. 
 
Essential  1. Develops, delivers, and advances program activities. Provides opportunities for students 
Functions:  to enhance skills, build positive peer relationships, and develop leadership qualities. 
 · Prepares program goals, budget, and implementation plan for administrative approval. 
 · Selects a challenging performance program that is age-appropriate and attainable for students. 
 · Prepares a performance calendar. Assembles a production team. Organizes pre-production 

activities (e.g., choreography, costumes, lighting, music, props, sets, scripts, sound systems, etc.). 
 · Encourages student participation. Monitors the accuracy of internal-external communications. 
 · Conducts professionally administered tryouts to select program participants. 
 · Prepares/restores shared program sites. Maintains orderly work/storage areas. 
 · Executes a well-designed program plan. Ensures participants receive appropriate instruction, 

support, and opportunities to participate. Provides proactive supervision for all program activities. 
 · Ensures program activities are self-sustaining except when authorized by the administration. 
 · Provides opportunities for program participants to critique activities and suggest enhancements. 
 · Periodically reviews medical alerts or emergency authorization forms when applicable (i.e. field 

trips, supplemental program activities, etc.). 
 · Maintains effective document and records management systems. Prepares timely files. Monitors 

reporting deadlines. Complies with district records retention and disposal policies. 
 · Preserves reference materials for future programs (e.g., advertising, correspondence, participant 

information, photos, publicity, scheduling, staffing, videotapes, volunteer activities, etc.). 
 
  2. Diligently attends to job details. Pursues quality results. Performs all aspects of the job. 
 · Maintains respectful relationships with co-workers and supports a cohesive team effort. 
 · Wears work attire appropriate for the position. 
 · Respects privacy. Ensures the veracity and security of confidential information. 
 · Sustains an acceptable attendance record. Consistently complies with established work schedules. 
 
  3. Maintains open/effective communications. Serves as a reliable information resource. 
 · Encourages relationships that enhance public support for the district. 
 · Refers administrative procedure and district policy questions to an appropriate administrator. 
 · Supports equality, diversity, and inclusion. Uses tact and diplomacy to resolve differences fairly. 
 
  4. Pursues opportunities to enhance job knowledge and skill proficiency. 
 · Keeps current with standards and practices associated with work duties. 
 · Updates skills as needed to use task-appropriate technology effectively. 
 
  5. Keeps current with emergency preparedness and response procedures. 
 · Complies with health and safety protocols to mitigate workplace risks. 
 · Protects district property. Takes precautions to prevent the loss of equipment and supplies. 
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 · Takes action to address harassment or aggressive behavior. Complies with all legal statutes when 

dealing with discrimination, inappropriate behavior, or suspected child abuse/neglect. 
 
  6. Performs other specific job-related duties as directed. 
 · Helps implement district strategies to advance organizational goals. 
 
Performance  Employee performance is evaluated according to applicable law, board policies, contractual  
Evaluation:  agreements, and district administrative procedures. 
 
Working  The district offers equal employment opportunity without regard to age, color, disability, genetic 
Conditions:  information, military status, national origin, race, religion, sex (including gender identity, pregnancy, 

and sexual orientation), or any other legally protected category. 
 
  The district maintains a drug and alcohol-free work environment to prevent the adverse impact of 

substance abuse on employee performance and, to protect the rights of co-workers and the public. 
 
  Safety is essential to job performance. All employees are required to comply with workplace 

health/safety regulations and district policies when duties entail any of the following situations: 
 
   Encounters with aggressive, angry, rude, or unpleasant individuals. 
   Exposure to air-borne particulates, chemicals, combustible materials, electrical hazards, 
   loud noises, moving mechanical parts, odors, slippery/uneven surfaces, etc. 
   Exposure to blood-borne pathogens or contagious diseases. 
   Exposure to severe weather conditions or temperature extremes. 
   Movements that require balancing, bending, climbing, crouching, kneeling, or reaching. 
   Operating or riding in a vehicle. Working in or near vehicular traffic. 
   Performing tasks that require complex sequencing, dexterity, strength, stamina, etc. 
   Traveling to meetings and work assignments. 
   Working at heights, in confined spaces, or under diminished/variable lighting. 
 
  This job description document does not establish a contract or alter board-authorized employment 

agreements. Employee benefits, classifications, contract durations, skill sets, wage rates, and work 
schedules may vary by assignment. This summary document describes typical job functions and 
does not represent an exhaustive list of all possible work responsibilities. 

 
  Employee duties may change in response to collective bargaining agreements, funding variables, 

modified operating procedures, program/service adjustments, regulatory compliance, technological 
innovations, and unforeseen events. 

 
  © 2022 All Rights Reserved  



BRECKSVILLE-BROADVIEW HEIGHTS CITY SCHOOL DISTRICT 
JOB DESCRIPTION 

 
Title:  PHYSICAL EDUCATION TEACHER File 325 
 
Reports to:  Assigned administrator/supervisor 
 
Job Objective:  Implements age-appropriate learning experiences to help students enhance physical and motor 

skills. Instructs students in physical activities that promote life-long healthy habits. 
 
Minimum · Holds/maintains required Ohio Department of Education credentials. 
Qualifications: · Acts according to the Licensure Code of Professional Conduct for Ohio Educators. 
 · Embraces high-performance standards (e.g., engagement, proficiency, resilience, etc.). 
 · Maintains a record free of criminal violations that prohibit public school employment. 
  Preferred Attributes: Active listening, creative problem solving, and good time management skills. 
 
  Physical Demand Level1: Sedentary strength (seldom lifting/carrying more than 11 lbs.). Duties 

require communicating verbally, far/near visual acuity, fine/gross manipulation, reaching at or below 
shoulder height, standing/walking, stooping, and using a traditional keyboard. 

   1 Based on U.S. Department of Labor documentation of physical demand characteristics. 
 
  Note: Legally acceptable alternative qualifications, additional assignment-specific skills, and other 

physical demands deemed appropriate by the board may be delineated at the time of appointment. 
 
Essential  1. Maintains in-depth knowledge of subject matter and pedagogy. Implements best practices 
Functions:  that support continuous improvement in student participation and achievement. 
 · Develops lesson plans consistent with state learning standards and district curriculum goals. 
 · Helps students develop educational goals that are attainable, measurable, relevant, and specific. 
 · Executes a well-designed program plan. Ensures participants receive appropriate instruction, 

support, and opportunities to participate. Provides proactive supervision for all program activities. 
 · Aligns teaching strategies with the learning styles and physical abilities of students.  
 · Uses a variety of physical education modalities (e.g., health education, individual/group games, 

regimented exercise, rhythm/dance, team sports, weight training, etc.). Helps students develop self-
awareness to enhance sensory processing skills. 

 · Verifies equipment is appropriate for the physical development and skill level of each participant. 
Teaches safety precautions and proper training techniques. 

 · Tracks student progress. Provides timely feedback. 
 · Uses positive behavioral interventions and supports to maintain discipline. Helps students acquire 

appropriate functional skills (e.g., communication, self-regulation, socialization, etc.). 
 · Periodically reviews medical alerts or emergency authorization forms when applicable (i.e. field 

trips, supplemental program activities, etc.). 
 · Maintains effective document and records management systems. Prepares timely files. Monitors 

reporting deadlines. Complies with district records retention and disposal policies. 
 · Proctors mandated testing activities. Upholds test security procedures. 
 · Ensures student lists, lesson plans, and teaching materials are readily available for substitutes. 
 
  2. Diligently attends to job details. Pursues quality results. Performs all aspects of the job. 
 · Maintains respectful relationships with co-workers and supports a cohesive team effort. 
 · Wears work attire appropriate for the position. 
 · Respects privacy. Ensures the veracity and security of confidential information. 
 · Sustains an acceptable attendance record. Consistently complies with established work schedules. 
 
  3. Maintains open/effective communications. Serves as a reliable information resource. 
 · Encourages relationships that enhance public support for the district. 
 · Refers administrative procedure and district policy questions to an appropriate administrator. 
 · Supports equality, diversity, and inclusion. Uses tact and diplomacy to resolve differences fairly. 
 
  4. Pursues opportunities to enhance job knowledge and skill proficiency. 
 · Keeps current with standards and practices associated with work duties. 
 · Updates skills as needed to use task-appropriate technology effectively. 
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  5. Keeps current with emergency preparedness and response procedures. 
 · Complies with health and safety protocols to mitigate workplace risks. 
 · Protects district property. Takes precautions to prevent the loss of equipment and supplies. 
 · Takes action to address harassment or aggressive behavior. Complies with all legal statutes when 

dealing with discrimination, inappropriate behavior, or suspected child abuse/neglect. 
 
  6. Performs other specific job-related duties as directed. 
 · Helps implement district strategies to advance organizational goals. 
 
Performance  Employee performance is evaluated according to applicable law, board policies, contractual  
Evaluation:  agreements, and district administrative procedures. 
 
Working  The district offers equal employment opportunity without regard to age, color, disability, genetic 
Conditions:  information, military status, national origin, race, religion, sex (including gender identity, pregnancy, 

and sexual orientation), or any other legally protected category. 
 
  The district maintains a drug and alcohol-free work environment to prevent the adverse impact of 

substance abuse on employee performance and, to protect the rights of co-workers and the public. 
 
  Safety is essential to job performance. All employees are required to comply with workplace 

health/safety regulations and district policies when duties entail any of the following situations: 
 
   Encounters with aggressive, angry, rude, or unpleasant individuals. 
   Exposure to air-borne particulates, chemicals, combustible materials, electrical hazards, 
   loud noises, moving mechanical parts, odors, slippery/uneven surfaces, etc. 
   Exposure to blood-borne pathogens or contagious diseases. 
   Exposure to severe weather conditions or temperature extremes. 
   Movements that require balancing, bending, climbing, crouching, kneeling, or reaching. 
   Operating or riding in a vehicle. Working in or near vehicular traffic. 
   Performing tasks that require complex sequencing, dexterity, strength, stamina, etc. 
   Traveling to meetings and work assignments. 
   Working at heights, in confined spaces, or under diminished/variable lighting. 
 
  This job description document does not establish a contract or alter board-authorized employment 

agreements. Employee benefits, classifications, contract durations, skill sets, wage rates, and work 
schedules may vary by assignment. This summary document describes typical job functions and 
does not represent an exhaustive list of all possible work responsibilities. 

 
  Employee duties may change in response to collective bargaining agreements, funding variables, 

modified operating procedures, program/service adjustments, regulatory compliance, technological 
innovations, and unforeseen events. 

 
  © 2022 All Rights Reserved  



BRECKSVILLE-BROADVIEW HEIGHTS CITY SCHOOL DISTRICT 
JOB DESCRIPTION 

 
Title:  PRESCHOOL TEACHER File 326 
 
Reports to:  Assigned administrator/supervisor 
 
Job Objective:  Plans and implements the assigned instructional program. 
 
Minimum · Holds/maintains required Ohio Department of Education credentials. 
Qualifications: · Acts according to the Licensure Code of Professional Conduct for Ohio Educators. 
 · Embraces high-performance standards (e.g., engagement, proficiency, resilience, etc.). 
 · Maintains a record free of criminal violations that prohibit public school employment. 
  Preferred Attributes: Active listening, creative problem solving, and good time management skills. 
 
  Physical Demand Level1: Sedentary strength (seldom lifting/carrying more than 11 lbs.). Duties 

require communicating verbally, far/near visual acuity, fine/gross manipulation, reaching at or below 
shoulder height, standing/walking, stooping, and using a traditional keyboard. 

   1 Based on U.S. Department of Labor documentation of physical demand characteristics. 
 
  Note: Legally acceptable alternative qualifications, additional assignment-specific skills, and other 

physical demands deemed appropriate by the board may be delineated at the time of appointment. 
 
Essential  1. Maintains in-depth knowledge of subject matter and pedagogy. Implements best practices 
Functions:  that support continuous improvement in student participation and achievement. 
 · Participates in observations/assessments of qualifying factors to determine student placements. 
 · Assists with screening activities for typical peer role models as part of Child Find requirements. 
 · Manages enrollment/withdrawal procedures and the maintenance of student files. 
 · Develops lesson plans consistent with state learning standards and district curriculum goals. 
 · Helps students develop educational goals that are attainable, measurable, relevant, and specific. 
 · Prepares drafts and final legally compliant Individualized Education Programs (IEPs). 
 · Aligns teaching strategies with the learning styles of students. Implements evidence-based 

instructional strategies that produce quantifiable benefits within well-defined time frames. 
 · Uses formative and summative assessments to track student progress. Provides timely feedback. 
 · Participates in team meetings. Uses comprehensive assessments to obtain objective student data. 

Plans services relevant to needs. Supports student access to inclusive educational opportunities. 
 · Plans and implements lessons aligned with Early Learning and Development Standards (i.e., 

approaches toward learning; cognition and general knowledge; language and literacy development; 
physical well-being and motor development; and, social and emotional development). 

 · Teaches students how to plan ahead, develop empathy, and include others in play activities. 
 · Provides time and opportunities for students to explore and pursue personal interests. 
 · Helps families and staff understand how the Individualized Educational Plan (IEP) and Specially 

Designed Instruction (SDIs) support educational goals and objectives. 
 · Uses positive behavioral interventions and supports to maintain discipline. Helps students acquire 

appropriate functional skills (e.g., communication, self-regulation, socialization, etc.). 
 · Periodically reviews medical alerts or emergency authorization forms when applicable (i.e. field 

trips, supplemental program activities, etc.). 
 · Maintains effective document and records management systems. Prepares timely files. Monitors 

reporting deadlines. Complies with district records retention and disposal policies. 
 · Proctors mandated testing activities. Upholds test security procedures. 
 · Ensures student lists, lesson plans, and teaching materials are readily available for substitutes. 
 
  2. Diligently attends to job details. Pursues quality results. Performs all aspects of the job. 
 · Maintains respectful relationships with co-workers and supports a cohesive team effort. 
 · Wears work attire appropriate for the position. 
 · Respects privacy. Ensures the veracity and security of confidential information. 
 · Sustains an acceptable attendance record. Consistently complies with established work schedules. 
 
  3. Maintains open/effective communications. Serves as a reliable information resource. 
 · Encourages relationships that enhance public support for the district. 
 · Refers administrative procedure and district policy questions to an appropriate administrator. 
 · Supports equality, diversity, and inclusion. Uses tact and diplomacy to resolve differences fairly. 
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  4. Pursues opportunities to enhance job knowledge and skill proficiency. 
 · Keeps current with standards and practices associated with work duties. 
 · Updates skills as needed to use task-appropriate technology effectively. 
 
  5. Keeps current with emergency preparedness and response procedures. 
 · Complies with health and safety protocols to mitigate workplace risks. 
 · Protects district property. Takes precautions to prevent the loss of equipment and supplies. 
 · Takes action to address harassment or aggressive behavior. Complies with all legal statutes when 

dealing with discrimination, inappropriate behavior, or suspected child abuse/neglect. 
 
  6. Performs other specific job-related duties as directed. 
 · Helps implement district strategies to advance organizational goals. 
 
Performance  Employee performance is evaluated according to applicable law, board policies, contractual  
Evaluation:  agreements, and district administrative procedures. 
 
Working  The district offers equal employment opportunity without regard to age, color, disability, genetic 
Conditions:  information, military status, national origin, race, religion, sex (including gender identity, pregnancy, 

and sexual orientation), or any other legally protected category. 
 
  The district maintains a drug and alcohol-free work environment to prevent the adverse impact of 

substance abuse on employee performance and, to protect the rights of co-workers and the public. 
 
  Safety is essential to job performance. All employees are required to comply with workplace 

health/safety regulations and district policies when duties entail any of the following situations: 
 
   Encounters with aggressive, angry, rude, or unpleasant individuals. 
   Exposure to air-borne particulates, chemicals, combustible materials, electrical hazards, 
   loud noises, moving mechanical parts, odors, slippery/uneven surfaces, etc. 
   Exposure to blood-borne pathogens or contagious diseases. 
   Exposure to severe weather conditions or temperature extremes. 
   Movements that require balancing, bending, climbing, crouching, kneeling, or reaching. 
   Operating or riding in a vehicle. Working in or near vehicular traffic. 
   Performing tasks that require complex sequencing, dexterity, strength, stamina, etc. 
   Traveling to meetings and work assignments. 
   Working at heights, in confined spaces, or under diminished/variable lighting. 
 
  This job description document does not establish a contract or alter board-authorized employment 

agreements. Employee benefits, classifications, contract durations, skill sets, wage rates, and work 
schedules may vary by assignment. This summary document describes typical job functions and 
does not represent an exhaustive list of all possible work responsibilities. 

 
  Employee duties may change in response to collective bargaining agreements, funding variables, 

modified operating procedures, program/service adjustments, regulatory compliance, technological 
innovations, and unforeseen events. 

 
  © 2022 All Rights Reserved  



BRECKSVILLE-BROADVIEW HEIGHTS CITY SCHOOL DISTRICT 
JOB DESCRIPTION 

 
Title:  READING INTERVENTION TEACHER (TITLE I) File 327 
 
Reports to:  Assigned administrator/supervisor 
 
Job Objective:  Provides supplemental instructional support for students that qualify for Title I services. 
 
Minimum · Holds/maintains required Ohio Department of Education credentials. 
Qualifications: · Acts according to the Licensure Code of Professional Conduct for Ohio Educators. 
 · Embraces high-performance standards (e.g., engagement, proficiency, resilience, etc.). 
 · Maintains a record free of criminal violations that prohibit public school employment. 
  Preferred Attributes: Active listening, creative problem solving, and good time management skills. 
 
  Physical Demand Level1: Sedentary strength (seldom lifting/carrying more than 11 lbs.). Duties 

require communicating verbally, far/near visual acuity, fine/gross manipulation, reaching at or below 
shoulder height, standing/walking, stooping, and using a traditional keyboard. 

   1 Based on U.S. Department of Labor documentation of physical demand characteristics. 
 
  Note: Legally acceptable alternative qualifications, additional assignment-specific skills, and other 

physical demands deemed appropriate by the board may be delineated at the time of appointment. 
 
Essential  1. Implements highly effective, evidence-based instructional strategies to supplement 
Functions:  instruction for students at risk of failing to meet state standards. 
 · Coordinates program components (e.g., curriculum development, instructional goals, parent 

notification, participation criteria, etc.).  
 · Qualifies students for program participation. Develops a targeted parental involvement plan. 
 · Develops lesson plans consistent with state learning standards and district curriculum goals. 
 · Helps students develop educational goals that are attainable, measurable, relevant, and specific. 
 · Aligns teaching strategies with the learning styles of students. Implements evidence-based 

instructional strategies that produce quantifiable benefits within well-defined time frames. 
 · Uses formative and summative assessments to track student progress. Provides timely feedback. 
 · Participates in team meetings. Uses comprehensive assessments to obtain objective student data. 

Plans services relevant to needs. Supports student access to inclusive educational opportunities. 
 · Shares student progress updates with administrators, classroom teachers, and parents/guardians. 
 · Uses positive behavioral interventions and supports to maintain discipline. Helps students acquire 

appropriate functional skills (e.g., communication, self-regulation, socialization, etc.). 
 · Periodically reviews medical alerts or emergency authorization forms when applicable (i.e. field 

trips, supplemental program activities, etc.). 
 · Maintains effective document and records management systems. Prepares timely files. Monitors 

reporting deadlines. Complies with district records retention and disposal policies. 
 · Proctors mandated testing activities. Upholds test security procedures. 
 · Ensures student lists, lesson plans, and teaching materials are readily available for substitutes. 
 
  2. Diligently attends to job details. Pursues quality results. Performs all aspects of the job. 
 · Maintains respectful relationships with co-workers and supports a cohesive team effort. 
 · Wears work attire appropriate for the position. 
 · Respects privacy. Ensures the veracity and security of confidential information. 
 · Sustains an acceptable attendance record. Consistently complies with established work schedules. 
 
  3. Maintains open/effective communications. Serves as a reliable information resource. 
 · Encourages relationships that enhance public support for the district. 
 · Refers administrative procedure and district policy questions to an appropriate administrator. 
 · Supports equality, diversity, and inclusion. Uses tact and diplomacy to resolve differences fairly. 
 
  4. Pursues opportunities to enhance job knowledge and skill proficiency. 
 · Keeps current with standards and practices associated with work duties. 
 · Updates skills as needed to use task-appropriate technology effectively. 
 
  5. Keeps current with emergency preparedness and response procedures. 
 · Complies with health and safety protocols to mitigate workplace risks. 
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 · Protects district property. Takes precautions to prevent the loss of equipment and supplies. 
 · Takes action to address harassment or aggressive behavior. Complies with all legal statutes when 

dealing with discrimination, inappropriate behavior, or suspected child abuse/neglect. 
 
  6. Performs other specific job-related duties as directed. 
 · Helps implement district strategies to advance organizational goals. 
 
Performance  Employee performance is evaluated according to applicable law, board policies, contractual  
Evaluation:  agreements, and district administrative procedures. 
 
Working  The district offers equal employment opportunity without regard to age, color, disability, genetic 
Conditions:  information, military status, national origin, race, religion, sex (including gender identity, pregnancy, 

and sexual orientation), or any other legally protected category. 
 
  The district maintains a drug and alcohol-free work environment to prevent the adverse impact of 

substance abuse on employee performance and, to protect the rights of co-workers and the public. 
 
  Safety is essential to job performance. All employees are required to comply with workplace 

health/safety regulations and district policies when duties entail any of the following situations: 
 
   Encounters with aggressive, angry, rude, or unpleasant individuals. 
   Exposure to air-borne particulates, chemicals, combustible materials, electrical hazards, 
   loud noises, moving mechanical parts, odors, slippery/uneven surfaces, etc. 
   Exposure to blood-borne pathogens or contagious diseases. 
   Exposure to severe weather conditions or temperature extremes. 
   Movements that require balancing, bending, climbing, crouching, kneeling, or reaching. 
   Operating or riding in a vehicle. Working in or near vehicular traffic. 
   Performing tasks that require complex sequencing, dexterity, strength, stamina, etc. 
   Traveling to meetings and work assignments. 
   Working at heights, in confined spaces, or under diminished/variable lighting. 
 
  This job description document does not establish a contract or alter board-authorized employment 

agreements. Employee benefits, classifications, contract durations, skill sets, wage rates, and work 
schedules may vary by assignment. This summary document describes typical job functions and 
does not represent an exhaustive list of all possible work responsibilities. 

 
  Employee duties may change in response to collective bargaining agreements, funding variables, 

modified operating procedures, program/service adjustments, regulatory compliance, technological 
innovations, and unforeseen events. 

 
  © 2022 All Rights Reserved   



BRECKSVILLE-BROADVIEW HEIGHTS CITY SCHOOL DISTRICT 
JOB DESCRIPTION 

 
Title:  SPECIAL EDUCATION PRESCHOOL TEACHER File 328 
 
Reports to:  Assigned administrator/supervisor 
 
Job Objective:  Plans and implements the assigned instructional program. 
 
Minimum · Holds/maintains required Ohio Department of Education credentials. 
Qualifications: · Acts according to the Licensure Code of Professional Conduct for Ohio Educators. 
 · Embraces high-performance standards (e.g., engagement, proficiency, resilience, etc.). 
 · Maintains a record free of criminal violations that prohibit public school employment. 
  Preferred Attributes: Active listening, creative problem solving, and good time management skills. 
 
  Physical Demand Level1: Sedentary strength (seldom lifting/carrying more than 11 lbs.). Duties 

require communicating verbally, far/near visual acuity, fine/gross manipulation, reaching at or below 
shoulder height, standing/walking, stooping, and using a traditional keyboard. 

   1 Based on U.S. Department of Labor documentation of physical demand characteristics. 
 
  Note: Legally acceptable alternative qualifications, additional assignment-specific skills, and other 

physical demands deemed appropriate by the board may be delineated at the time of appointment. 
 
Essential  1. Maintains in-depth knowledge of subject matter and pedagogy. Implements best practices 
Functions:  that support continuous improvement in student participation and achievement. 
 · Participates in observations/assessments of qualifying factors to determine student placements. 
 · Assists with screening activities for typical peer role models as part of Child Find requirements. 
 · Manages enrollment/withdrawal procedures and the maintenance of student files. 
 · Develops lesson plans consistent with state learning standards and district curriculum goals. 
 · Helps students develop educational goals that are attainable, measurable, relevant, and specific. 
 · Prepares drafts and final legally compliant Individualized Education Programs (IEPs). 
 · Aligns teaching strategies with the learning styles of students. Implements evidence-based 

instructional strategies that produce quantifiable benefits within well-defined time frames. 
 · Uses formative and summative assessments to track student progress. Provides timely feedback. 
 · Participates in team meetings. Uses comprehensive assessments to obtain objective student data. 

Plans services relevant to needs. Supports student access to inclusive educational opportunities. 
 · Plans and implements lessons aligned with Early Learning and Development Standards (i.e., 

approaches toward learning; cognition and general knowledge; language and literacy development; 
physical well-being and motor development; and, social and emotional development). 

 · Teaches students how to plan ahead, develop empathy, and include others in play activities. 
 · Provides time and opportunities for students to explore and pursue personal interests. 
 · Helps families and staff understand how the Individualized Educational Plan (IEP) and Specially 

Designed Instruction (SDIs) support educational goals and objectives. 
 · Uses positive behavioral interventions and supports to maintain discipline. Helps students acquire 

appropriate functional skills (e.g., communication, self-regulation, socialization, etc.). 
 · Periodically reviews medical alerts or emergency authorization forms when applicable (i.e. field 

trips, supplemental program activities, etc.). 
 · Maintains effective document and records management systems. Prepares timely files. Monitors 

reporting deadlines. Complies with district records retention and disposal policies. 
 · Proctors mandated testing activities. Upholds test security procedures. 
 · Ensures student lists, lesson plans, and teaching materials are readily available for substitutes. 
 
  2. Diligently attends to job details. Pursues quality results. Performs all aspects of the job. 
 · Maintains respectful relationships with co-workers and supports a cohesive team effort. 
 · Wears work attire appropriate for the position. 
 · Respects privacy. Ensures the veracity and security of confidential information. 
 · Sustains an acceptable attendance record. Consistently complies with established work schedules. 
 
  3. Maintains open/effective communications. Serves as a reliable information resource. 
 · Encourages relationships that enhance public support for the district. 
 · Refers administrative procedure and district policy questions to an appropriate administrator. 
 · Supports equality, diversity, and inclusion. Uses tact and diplomacy to resolve differences fairly. 
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  4. Pursues opportunities to enhance job knowledge and skill proficiency. 
 · Keeps current with standards and practices associated with work duties. 
 · Updates skills as needed to use task-appropriate technology effectively. 
 
  5. Keeps current with emergency preparedness and response procedures. 
 · Complies with health and safety protocols to mitigate workplace risks. 
 · Protects district property. Takes precautions to prevent the loss of equipment and supplies. 
 · Takes action to address harassment or aggressive behavior. Complies with all legal statutes when 

dealing with discrimination, inappropriate behavior, or suspected child abuse/neglect. 
 
  6. Performs other specific job-related duties as directed. 
 · Helps implement district strategies to advance organizational goals. 
 
Performance  Employee performance is evaluated according to applicable law, board policies, contractual  
Evaluation:  agreements, and district administrative procedures. 
 
Working  The district offers equal employment opportunity without regard to age, color, disability, genetic 
Conditions:  information, military status, national origin, race, religion, sex (including gender identity, pregnancy, 

and sexual orientation), or any other legally protected category. 
 
  The district maintains a drug and alcohol-free work environment to prevent the adverse impact of 

substance abuse on employee performance and, to protect the rights of co-workers and the public. 
 
  Safety is essential to job performance. All employees are required to comply with workplace 

health/safety regulations and district policies when duties entail any of the following situations: 
 
   Encounters with aggressive, angry, rude, or unpleasant individuals. 
   Exposure to air-borne particulates, chemicals, combustible materials, electrical hazards, 
   loud noises, moving mechanical parts, odors, slippery/uneven surfaces, etc. 
   Exposure to blood-borne pathogens or contagious diseases. 
   Exposure to severe weather conditions or temperature extremes. 
   Movements that require balancing, bending, climbing, crouching, kneeling, or reaching. 
   Operating or riding in a vehicle. Working in or near vehicular traffic. 
   Performing tasks that require complex sequencing, dexterity, strength, stamina, etc. 
   Traveling to meetings and work assignments. 
   Working at heights, in confined spaces, or under diminished/variable lighting. 
 
  This job description document does not establish a contract or alter board-authorized employment 

agreements. Employee benefits, classifications, contract durations, skill sets, wage rates, and work 
schedules may vary by assignment. This summary document describes typical job functions and 
does not represent an exhaustive list of all possible work responsibilities. 

 
  Employee duties may change in response to collective bargaining agreements, funding variables, 

modified operating procedures, program/service adjustments, regulatory compliance, technological 
innovations, and unforeseen events. 

 
  © 2022 All Rights Reserved  



BRECKSVILLE-BROADVIEW HEIGHTS CITY SCHOOL DISTRICT 
JOB DESCRIPTION 

 
Title:  STUDENT TEACHER File 329 
 
Reports to:  Assigned district administrator/supervisor and college/university academic adviser 
 
Job Objective:  Performs teaching duties under the supervision of school district and college/university supervisors. 
 
Minimum · Meets prerequisite requirements established by the college/university and school district. 
Qualifications: · Acts according to the Licensure Code of Professional Conduct for Ohio Educators. 
 · Embraces high-performance standards (e.g., engagement, proficiency, resilience, etc.). 
 · Maintains a record free of criminal violations that prohibit public school employment. 
 
  Physical Demand Level1: Sedentary strength (seldom lifting/carrying more than 11 lbs.). Duties 

require communicating verbally, far/near visual acuity, fine/gross manipulation, reaching at or below 
shoulder height, standing/walking, stooping, and using a traditional keyboard. 

   1 Based on U.S. Department of Labor documentation of physical demand characteristics. 
 
Essential  1. Works toward mastery of competencies delineated by district and academic advisers. 
Functions: · Consults the supervising teacher as needed to identify appropriate interventions. 
 · Develops lesson plans consistent with state learning standards and district curriculum goals. 
 · Helps students develop educational goals that are attainable, measurable, relevant, and specific. 
 · Aligns teaching strategies with the learning styles of students. Implements evidence-based 

instructional strategies that produce quantifiable benefits within well-defined time frames. 
 · Uses formative and summative assessments to track student progress. Provides timely feedback. 
 · Participates in team meetings when requested. Helps plan services relevant to needs. Supports 

student access to inclusive educational opportunities. 
 · Uses positive behavioral interventions and supports to maintain discipline. Helps students acquire 

appropriate functional skills (e.g., communication, self-regulation, socialization, etc.). 
 · Periodically reviews medical alerts or emergency authorization forms when applicable (i.e. field 

trips, supplemental program activities, etc.). 
 · Tracks data required by the school district. Prepares accurate, timely records. Monitors reporting 

deadlines. Complies with district records retention and disposal policies. 
 
  2. Diligently attends to job details. Pursues quality results. Performs all aspects of the job. 
 · Maintains respectful relationships with co-workers and supports a cohesive team effort. 
 · Wears work attire appropriate for the position. 
 · Respects privacy. Ensures the veracity and security of confidential information. 
 · Sustains an acceptable attendance record. Consistently complies with established work schedules. 
 
  3. Maintains open/effective communications. Serves as a reliable information resource. 
 · Encourages relationships that enhance public support for the district. 
 · Refers administrative procedure and district policy questions to an appropriate administrator. 
 · Supports equality, diversity, and inclusion. Uses tact and diplomacy to resolve differences fairly. 
 
  4. Pursues opportunities to enhance job knowledge and skill proficiency. 
 · Keeps current with standards and practices associated with work duties. 
 · Updates skills as needed to use task-appropriate technology effectively. 
 
  5. Keeps current with emergency preparedness and response procedures. 
 · Complies with health and safety protocols to mitigate workplace risks. 
 · Protects district property. Takes precautions to prevent the loss of equipment and supplies. 
 · Takes action to address harassment or aggressive behavior. Complies with all legal statutes when 

dealing with discrimination, inappropriate behavior, or suspected child abuse/neglect. 
 
  6. Performs other specific job-related duties as directed. 
 · Helps implement district strategies to advance organizational goals. 
 
Performance  Employee performance is evaluated according to applicable law, board policies, contractual  
Evaluation:  agreements, and district administrative procedures. 
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Working  The district offers equal employment opportunity without regard to age, color, disability, genetic 
Conditions:  information, military status, national origin, race, religion, sex (including gender identity, pregnancy, 

and sexual orientation), or any other legally protected category. 
 
  The district maintains a drug and alcohol-free work environment to prevent the adverse impact of 

substance abuse on employee performance and, to protect the rights of co-workers and the public. 
 
  Safety is essential to job performance. All employees are required to comply with workplace 

health/safety regulations and district policies when duties entail any of the following situations: 
 
   Encounters with aggressive, angry, rude, or unpleasant individuals. 
   Exposure to air-borne particulates, chemicals, combustible materials, electrical hazards, 
   loud noises, moving mechanical parts, odors, slippery/uneven surfaces, etc. 
   Exposure to blood-borne pathogens or contagious diseases. 
   Exposure to severe weather conditions or temperature extremes. 
   Movements that require balancing, bending, climbing, crouching, kneeling, or reaching. 
   Operating or riding in a vehicle. Working in or near vehicular traffic. 
   Performing tasks that require complex sequencing, dexterity, strength, stamina, etc. 
   Traveling to meetings and work assignments. 
   Working at heights, in confined spaces, or under diminished/variable lighting. 
 
  This job description document does not establish a contract or alter board-authorized employment 

agreements. Employee benefits, classifications, contract durations, skill sets, wage rates, and work 
schedules may vary by assignment. This summary document describes typical job functions and 
does not represent an exhaustive list of all possible work responsibilities. 

 
  Employee duties may change in response to collective bargaining agreements, funding variables, 

modified operating procedures, program/service adjustments, regulatory compliance, technological 
innovations, and unforeseen events. 

 
  © 2022 All Rights Reserved  



BRECKSVILLE-BROADVIEW HEIGHTS CITY SCHOOL DISTRICT 
JOB DESCRIPTION 

 
Title:  HEALTH CARE COORDINATOR File 501 
 
Reports to:  Director of Pupil Services 
 
Job Objective:  Plans/implements a comprehensive school health service program. Note: Student and staff 

treatment is limited to the evaluation of symptoms and administering emergency first aid. 
 
Minimum · Holds/maintains valid Ohio Board of Nursing and Ohio Department of Education Pupil Services 
Qualifications:  licenses as a school nurse. 
 · Acts according to the Licensure Code of Professional Conduct for Ohio Educators. 
 · Comprehensive knowledge of Ohio Schools Medicaid Program covered services. 
 · Embraces high-performance standards (e.g., engagement, proficiency, resilience, etc.). 
 · Maintains a record free of criminal violations that prohibit public school employment. 
  Preferred Attributes: Active listening, creative problem solving, and good time management skills. 
 
  Physical Demand Level1: Light to medium strength (frequently lifting/carrying 11 to 25 lbs.). Duties 

require communicating verbally, far/near visual acuity, fine/gross manipulation, reaching at or below 
shoulder height, standing/walking, stooping, and using a traditional keyboard. 

   1 Based on U.S. Department of Labor documentation of physical demand characteristics. 
 
  Note: Legally acceptable alternative qualifications, additional assignment-specific skills, and other 

physical demands deemed appropriate by the board may be delineated at the time of appointment. 
 
Essential  1. Implements school health services that focus on prevention and early intervention. 
Functions:  Provides health education, counseling, and student advocacy in partnership with 

community resources. Supports a sense of well-being and capacity for academic success. 
 · Prepares the school clinic. Requisitions supplies as needed to maintain dependable service. 
 · Ensures required state minimum student health screening activities are completed. Documents the 

immunization status of all students. Identifies visual, hearing, and other student health concerns. 
 · Helps identify students struggling with academic, behavioral, and/or social-emotional concerns 

(e.g., abuse, anxiety, aggression, depression, impulsivity, inattention, neglect, peer relationships, 
poverty, pregnancy, self-esteem, substance abuse, truancy, etc.). 

 · Assists sick and injured students. Administers first aid. Investigates and documents injuries. 
 · Seeks advice from a physician to make an exclusion or school readmission recommendation. 
 · Assists with district safety and blood-borne pathogen compliance activities. 
 · Assesses student health conditions. Collaborates with doctors to develop student healthcare plans. 
 · Implements procedures to ensure that medicines are administered and stored safely. 
 · Helps students monitor and manage acute/chronic medical conditions as needed. 
 · Informs staff about student medical conditions and emergency action plans. Coordinates in-service 

training for staff providing care for students with special medical needs. 
 · Participates in team meetings. Uses comprehensive assessments to obtain objective student data. 

Plans services relevant to needs. Supports student access to inclusive educational opportunities. 
 · Uses positive behavioral interventions and supports to maintain discipline. Helps students acquire 

appropriate functional skills (e.g., communication, self-regulation, socialization, etc.). 
 · Periodically reviews medical alerts or emergency authorization forms when applicable (i.e. field 

trips, supplemental program activities, etc.). 
 · Processes paperwork for services covered under the Medicaid School Program (MSP). 
 · Maintains effective document and records management systems. Prepares timely files. Monitors 

reporting deadlines. Complies with district records retention and disposal policies. 
 
  2. Diligently attends to job details. Pursues quality results. Performs all aspects of the job. 
 · Maintains respectful relationships with co-workers and supports a cohesive team effort. 
 · Wears work attire appropriate for the position. 
 · Respects privacy. Ensures the veracity and security of confidential information. 
 · Sustains an acceptable attendance record. Consistently complies with established work schedules. 
 
  3. Maintains open/effective communications. Serves as a reliable information resource. 
 · Encourages relationships that enhance public support for the district. 
 · Refers administrative procedure and district policy questions to an appropriate administrator. 
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 · Supports equality, diversity, and inclusion. Uses tact and diplomacy to resolve differences fairly. 
 
  4. Pursues opportunities to enhance job knowledge and skill proficiency. 
 · Keeps current with standards and practices associated with work duties. 
 · Updates skills as needed to use task-appropriate technology effectively. 
 
  5. Keeps current with emergency preparedness and response procedures. 
 · Complies with health and safety protocols to mitigate workplace risks. 
 · Protects district property. Takes precautions to prevent the loss of equipment and supplies. 
 · Takes action to address harassment or aggressive behavior. Complies with all legal statutes when 

dealing with discrimination, inappropriate behavior, or suspected child abuse/neglect. 
 
  6. Performs other specific job-related duties as directed. 
 · Helps implement district strategies to advance organizational goals. 
 
Performance  Employee performance is evaluated according to applicable law, board policies, contractual  
Evaluation:  agreements, and district administrative procedures. 
 
Working  The district offers equal employment opportunity without regard to age, color, disability, genetic 
Conditions:  information, military status, national origin, race, religion, sex (including gender identity, pregnancy, 

and sexual orientation), or any other legally protected category. 
 
  The district maintains a drug and alcohol-free work environment to prevent the adverse impact of 

substance abuse on employee performance and, to protect the rights of co-workers and the public. 
 
  Safety is essential to job performance. All employees are required to comply with workplace 

health/safety regulations and district policies when duties entail any of the following situations: 
 
   Encounters with aggressive, angry, rude, or unpleasant individuals. 
   Exposure to air-borne particulates, chemicals, combustible materials, electrical hazards, 
   loud noises, moving mechanical parts, odors, slippery/uneven surfaces, etc. 
   Exposure to blood-borne pathogens or contagious diseases. 
   Exposure to severe weather conditions or temperature extremes. 
   Movements that require balancing, bending, climbing, crouching, kneeling, or reaching. 
   Operating or riding in a vehicle. Working in or near vehicular traffic. 
   Performing tasks that require complex sequencing, dexterity, strength, stamina, etc. 
   Traveling to meetings and work assignments. 
   Working at heights, in confined spaces, or under diminished/variable lighting. 
 
  This job description document does not establish a contract or alter board-authorized employment 

agreements. Employee benefits, classifications, contract durations, skill sets, wage rates, and work 
schedules may vary by assignment. This summary document describes typical job functions and 
does not represent an exhaustive list of all possible work responsibilities. 

 
  Employee duties may change in response to collective bargaining agreements, funding variables, 

modified operating procedures, program/service adjustments, regulatory compliance, technological 
innovations, and unforeseen events. 

 
  © 2022 All Rights Reserved  



BRECKSVILLE-BROADVIEW HEIGHTS CITY SCHOOL DISTRICT 
JOB DESCRIPTION 

 
Title:  ASSISTANT HEALTH CARE COORDINATOR File 502 
 
Reports to:  Director of Pupil Services 
 
Job Objective:  Assists with the implementation of a comprehensive school health service program. Note: Student 

and staff treatment is limited to the evaluation of symptoms and administering emergency first aid. 
 
Minimum · Holds/maintains valid Ohio Board of Nursing and Ohio Department of Education Pupil Services 
Qualifications:  licenses as a school nurse. 
 · Acts according to the Licensure Code of Professional Conduct for Ohio Educators. 
 · Comprehensive knowledge of Ohio Schools Medicaid Program covered services. 
 · Embraces high-performance standards (e.g., engagement, proficiency, resilience, etc.). 
 · Maintains a record free of criminal violations that prohibit public school employment. 
  Preferred Attributes: Active listening, creative problem solving, and good time management skills. 
 
  Physical Demand Level1: Light to medium strength (frequently lifting/carrying 11 to 25 lbs.). Duties 

require communicating verbally, far/near visual acuity, fine/gross manipulation, reaching at or below 
shoulder height, standing/walking, stooping, and using a traditional keyboard. 

   1 Based on U.S. Department of Labor documentation of physical demand characteristics. 
 
  Note: Legally acceptable alternative qualifications, additional assignment-specific skills, and other 

physical demands deemed appropriate by the board may be delineated at the time of appointment. 
 
Essential  1. Helps implement school health services that focus on prevention and early intervention. 
Functions:  Provides health education, counseling, and student advocacy in partnership with 

community resources. Supports a sense of well-being and capacity for academic success. 
 · Prepares the school clinic as directed. Monitors clinic supply levels to maintain dependable service. 
 · Ensures required state minimum student health screening activities are completed. Documents the 

immunization status of all students. Identifies visual, hearing, and other student health concerns. 
 · Helps identify students struggling with academic, behavioral, and/or social-emotional concerns 

(e.g., abuse, anxiety, aggression, depression, impulsivity, inattention, neglect, peer relationships, 
poverty, pregnancy, self-esteem, substance abuse, truancy, etc.). 

 · Assists sick and injured students. Administers first aid. Investigates and documents injuries. 
 · Seeks advice from a physician to make an exclusion or school readmission recommendation. 
 · Assists with district safety and blood-borne pathogen compliance activities. 
 · Assesses student health conditions. Collaborates with doctors to develop student healthcare plans. 
 · Implements procedures to ensure that medicines are administered and stored safely. 
 · Helps students monitor and manage acute/chronic medical conditions as needed. 
 · Informs staff about student medical conditions and emergency action plans. Coordinates in-service 

training for staff providing care for students with special medical needs. 
 · Participates in team meetings. Uses comprehensive assessments to obtain objective student data. 

Plans services relevant to needs. Supports student access to inclusive educational opportunities. 
 · Uses positive behavioral interventions and supports to maintain discipline. Helps students acquire 

appropriate functional skills (e.g., communication, self-regulation, socialization, etc.). 
 · Periodically reviews medical alerts or emergency authorization forms when applicable (i.e. field 

trips, supplemental program activities, etc.). 
 · Processes paperwork for services covered under the Medicaid School Program (MSP). 
 · Maintains effective document and records management systems. Prepares timely files. Monitors 

reporting deadlines. Complies with district records retention and disposal policies. 
 
  2. Diligently attends to job details. Pursues quality results. Performs all aspects of the job. 
 · Maintains respectful relationships with co-workers and supports a cohesive team effort. 
 · Wears work attire appropriate for the position. 
 · Respects privacy. Ensures the veracity and security of confidential information. 
 · Sustains an acceptable attendance record. Consistently complies with established work schedules. 
 
  3. Maintains open/effective communications. Serves as a reliable information resource. 
 · Encourages relationships that enhance public support for the district. 
 · Refers administrative procedure and district policy questions to an appropriate administrator. 
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 · Supports equality, diversity, and inclusion. Uses tact and diplomacy to resolve differences fairly. 
 
  4. Pursues opportunities to enhance job knowledge and skill proficiency. 
 · Keeps current with standards and practices associated with work duties. 
 · Updates skills as needed to use task-appropriate technology effectively. 
 
  5. Keeps current with emergency preparedness and response procedures. 
 · Complies with health and safety protocols to mitigate workplace risks. 
 · Protects district property. Takes precautions to prevent the loss of equipment and supplies. 
 · Takes action to address harassment or aggressive behavior. Complies with all legal statutes when 

dealing with discrimination, inappropriate behavior, or suspected child abuse/neglect. 
 
  6. Performs other specific job-related duties as directed. 
 · Helps implement district strategies to advance organizational goals. 
 
Performance  Employee performance is evaluated according to applicable law, board policies, contractual  
Evaluation:  agreements, and district administrative procedures. 
 
Working  The district offers equal employment opportunity without regard to age, color, disability, genetic 
Conditions:  information, military status, national origin, race, religion, sex (including gender identity, pregnancy, 

and sexual orientation), or any other legally protected category. 
 
  The district maintains a drug and alcohol-free work environment to prevent the adverse impact of 

substance abuse on employee performance and, to protect the rights of co-workers and the public. 
 
  Safety is essential to job performance. All employees are required to comply with workplace 

health/safety regulations and district policies when duties entail any of the following situations: 
 
   Encounters with aggressive, angry, rude, or unpleasant individuals. 
   Exposure to air-borne particulates, chemicals, combustible materials, electrical hazards, 
   loud noises, moving mechanical parts, odors, slippery/uneven surfaces, etc. 
   Exposure to blood-borne pathogens or contagious diseases. 
   Exposure to severe weather conditions or temperature extremes. 
   Movements that require balancing, bending, climbing, crouching, kneeling, or reaching. 
   Operating or riding in a vehicle. Working in or near vehicular traffic. 
   Performing tasks that require complex sequencing, dexterity, strength, stamina, etc. 
   Traveling to meetings and work assignments. 
   Working at heights, in confined spaces, or under diminished/variable lighting. 
 
  This job description document does not establish a contract or alter board-authorized employment 

agreements. Employee benefits, classifications, contract durations, skill sets, wage rates, and work 
schedules may vary by assignment. This summary document describes typical job functions and 
does not represent an exhaustive list of all possible work responsibilities. 

 
  Employee duties may change in response to collective bargaining agreements, funding variables, 

modified operating procedures, program/service adjustments, regulatory compliance, technological 
innovations, and unforeseen events. 

 
  © 2022 All Rights Reserved  



BRECKSVILLE-BROADVIEW HEIGHTS CITY SCHOOL DISTRICT 
JOB DESCRIPTION 

 
Title:  LATCHKEY COORDINATOR (BEFORE/AFTER SCHOOL PROGRAM) File 503 
 
Reports to:  Assigned administrator/supervisor 
 
Job Objective:  Coordinates the delivery of student services that focus on developmentally appropriate 

opportunities to enhance cognitive, emotional, physical, and social skills. 
 
Minimum · Holds/maintains required Ohio Department of Education credentials. 
Qualifications: · Available to work a non-traditional schedule and irregular hours when needed. 
 · Demonstrated leadership abilities and a willingness to take on challenging tasks. 
 · Embraces high-performance standards (e.g., engagement, proficiency, resilience, etc.). 
 · Maintains a record free of criminal violations that prohibit public school employment. 
  Preferred Attributes: Active listening, creative problem solving, and good time management skills. 
 
  Physical Demand Level1: Light to medium strength (frequently lifting/carrying 11 to 25 lbs.). Duties 

require communicating verbally, far/near visual acuity, fine/gross manipulation, reaching at or below 
shoulder height, standing/walking, stooping, and using a traditional keyboard. 

   1 Based on U.S. Department of Labor documentation of physical demand characteristics. 
 
  Note: Legally acceptable alternative qualifications, additional assignment-specific skills, and other 

physical demands deemed appropriate by the board may be delineated at the time of appointment. 
 
Essential  1. Manages latchkey services in compliance with all State of Ohio licensing requirements. 
Functions: · Plans and implements a variety of educational, recreational, and social activities that address a 

wide range of student maturity and skill levels. 
 · Actively supervises and evaluates assigned personnel. Cultivates staff leadership skills. 
 · Prepares grant applications. Implements and documents program activities. 
 · Establishes rules and practices for program site preparation and cleanup activities. 
 · Prepares a master schedule (e.g., program calendar, room assignments, staffing, etc.). 
 · Recommends program fees and needs-based financial assistance strategies. 
 · Encourages student participation. Monitors the accuracy of internal-external communications. 
 · Oversees program registration procedures. Manages participant records. 
 · Participates in team meetings to evaluate and plan student services relevant to needs. 
 · Advocates for students. Supports access to inclusive educational opportunities for all students. 
 · Uses positive behavioral interventions and supports to maintain discipline. Helps students acquire 

appropriate functional skills (e.g., communication, self-regulation, socialization, etc.). 
 · Periodically reviews medical alerts or emergency authorization forms when applicable (i.e. field 

trips, supplemental program activities, etc.). 
 · Maintains effective document and records management systems. Prepares timely files. Monitors 

reporting deadlines. Complies with district records retention and disposal policies. 
 
  2. Diligently attends to job details. Pursues quality results. Performs all aspects of the job. 
 · Maintains respectful relationships with co-workers and supports a cohesive team effort. 
 · Wears work attire appropriate for the position. 
 · Respects privacy. Ensures the veracity and security of confidential information. 
 · Sustains an acceptable attendance record. Consistently complies with established work schedules. 
 
  3. Maintains open/effective communications. Serves as a reliable information resource. 
 · Encourages relationships that enhance public support for the district. 
 · Refers administrative procedure and district policy questions to an appropriate administrator. 
 · Supports equality, diversity, and inclusion. Uses tact and diplomacy to resolve differences fairly. 
 
  4. Pursues opportunities to enhance job knowledge and skill proficiency. 
 · Keeps current with standards and practices associated with work duties. 
 · Updates skills as needed to use task-appropriate technology effectively. 
 
  5. Keeps current with emergency preparedness and response procedures. 
 · Complies with health and safety protocols to mitigate workplace risks. 
 · Protects district property. Takes precautions to prevent the loss of equipment and supplies. 
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 · Takes action to address harassment or aggressive behavior. Complies with all legal statutes when 

dealing with discrimination, inappropriate behavior, or suspected child abuse/neglect. 
 
  6. Performs other specific job-related duties as directed. 
 · Helps implement district strategies to advance organizational goals. 
 
Performance  Employee performance is evaluated according to applicable law, board policies, contractual  
Evaluation:  agreements, and district administrative procedures. 
 
Working  The district offers equal employment opportunity without regard to age, color, disability, genetic 
Conditions:  information, military status, national origin, race, religion, sex (including gender identity, pregnancy, 

and sexual orientation), or any other legally protected category. 
 
  The district maintains a drug and alcohol-free work environment to prevent the adverse impact of 

substance abuse on employee performance and, to protect the rights of co-workers and the public. 
 
  Safety is essential to job performance. All employees are required to comply with workplace 

health/safety regulations and district policies when duties entail any of the following situations: 
 
   Encounters with aggressive, angry, rude, or unpleasant individuals. 
   Exposure to air-borne particulates, chemicals, combustible materials, electrical hazards, 
   loud noises, moving mechanical parts, odors, slippery/uneven surfaces, etc. 
   Exposure to blood-borne pathogens or contagious diseases. 
   Exposure to severe weather conditions or temperature extremes. 
   Movements that require balancing, bending, climbing, crouching, kneeling, or reaching. 
   Operating or riding in a vehicle. Working in or near vehicular traffic. 
   Performing tasks that require complex sequencing, dexterity, strength, stamina, etc. 
   Traveling to meetings and work assignments. 
   Working at heights, in confined spaces, or under diminished/variable lighting. 
 
  This job description document does not establish a contract or alter board-authorized employment 

agreements. Employee benefits, classifications, contract durations, skill sets, wage rates, and work 
schedules may vary by assignment. This summary document describes typical job functions and 
does not represent an exhaustive list of all possible work responsibilities. 

 
  Employee duties may change in response to collective bargaining agreements, funding variables, 

modified operating procedures, program/service adjustments, regulatory compliance, technological 
innovations, and unforeseen events. 

 
  © 2022 All Rights Reserved  



BRECKSVILLE-BROADVIEW HEIGHTS CITY SCHOOL DISTRICT 
JOB DESCRIPTION 

 
Title:  SUPERVISOR OF BUILDING & GROUNDS File 601 
 
Reports to:  Assigned administrator/supervisor 
 
Job Objective:  Supervises building and grounds services to maintain facilities to code, enhance function, improve 

interior/exterior aesthetics and plan new construction. 
 
Minimum · High school diploma or GED. Job-specific skills verified by training and relevant work experience. 
Qualifications:  Building operator certification (BOC). Specialized equipment operator certification may be required. 
 · Holds/maintains a valid Ohio driver’s license. Qualifies to be covered by the district’s vehicle 

insurance policy. Demonstrates a steadfast commitment to defensive driving practices. 
 · A Commercial Drivers License (CDL) may be required as a condition of employment. 
 · Available to work a non-traditional schedule and irregular hours when needed. 
 · Basic computer proficiency or commitment to promptly acquire job-related technology skills. 
 · Demonstrated leadership abilities and a willingness to take on challenging tasks. 
 · Embraces high-performance standards (e.g., engagement, proficiency, resilience, etc.). 
 · Maintains a record free of criminal violations that prohibit public school employment. 
  Preferred Attributes: Active listening, creative problem solving, and good time management skills. 
 
  Physical Demand Level1 Heavy strength (frequently lifting/carrying 50+ lbs.). Duties require 

communicating verbally, crouching, far/near visual acuity, fine/gross manipulation, operating a 
motor vehicle, reaching at or below shoulder height and overhead, standing/walking, stooping, 
using a ladder or work platform, and working with hand/power tools. 

   1 Based on U.S. Department of Labor documentation of physical demand characteristics. 
 
  Note: Legally acceptable alternative qualifications, additional assignment-specific skills, and other 

physical demands deemed appropriate by the board may be delineated at the time of appointment. 
 
Essential  1. Supervises operations to maintain clean, safe, and accessible buildings and grounds. 
Functions: · Serves as an active member of the administrative team and adviser to the superintendent. 
 · Actively supervises and evaluates assigned personnel. Cultivates staff leadership skills. 
 · Instructs assigned staff in equipment, materials, and methods for proficient job performance. 
 · Performs building safety assessments. Distributes materials to emergency response providers 

(e.g., blueprints, chemical storage locations, electric/gas/water line shutoffs, emergency doors, fire 
suppression equipment, first aid supplies, staff directory, room numbering diagrams, etc.). 

 · Ensures clear routes are maintained for emergency egress. Ensures security systems are operating 
properly (e.g., audio/visual alarms, emergency lights, exit signs, locks, panic bars, etc.). 

 · Maintains Material Safety Data Sheet (MSDS) information for all chemicals used/stored in district 
facilities. Trains staff in health, and safety regulations/procedures (e.g., cleaning up blood, body 
fluids/tissue, chemical spills, hazardous materials, mold, etc.). 

 · Inspects buildings, equipment, and grounds. Develops an action plan to resolve problems. 
 · Uses technical and physical skills to perform a wide range of maintenance tasks (e.g., building 

codes, electrical, equipment failures, local ordinances, plumbing, structural integrity, etc.). 
 · Monitors work provided by outside vendors to ensure compliance with district specifications. 
 · Manages facility planning, building/site renovations, and new construction projects. 
 · Directs the care of landscaped areas/athletic fields. Manages snow removal operations. 
 · Provides a safe/orderly environment for district events. Oversees traffic/crowd control activities. 
 · Assists with special event preparation and cleanup activities as directed. 
 · Requisitions supplies. Investigates products, services, and costs (e.g., on-time delivery, order 

fulfillment accuracy, quality standards, technical support, etc.).  Negotiates volume discounts/long-
term contracts. Maintains procurement records. 

 · Maintains effective document and records management systems. Prepares timely files. Monitors 
reporting deadlines. Complies with district records retention and disposal policies. 

 · Analyzes key program performance indicators to align budget proposals with strategic district goals. 
 
  2. Diligently attends to job details. Pursues quality results. Performs all aspects of the job. 
 · Maintains respectful relationships with co-workers and supports a cohesive team effort. 
 · Wears work attire appropriate for the position. 
 · Respects privacy. Ensures the veracity and security of confidential information. 
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 · Sustains an acceptable attendance record. Consistently complies with established work schedules. 
 
  3. Maintains open/effective communications. Serves as a reliable information resource. 
 · Encourages relationships that enhance public support for the district. 
 · Helps the community understand district policy objectives and administrative procedures. 
 · Supports equality, diversity, and inclusion. Uses tact and diplomacy to resolve differences fairly. 
 
  4. Pursues opportunities to enhance job knowledge and skill proficiency. 
 · Keeps current with standards and practices associated with work duties. 
 · Updates skills as needed to use task-appropriate technology effectively. 
 
  5. Keeps current with emergency preparedness and response procedures. 
 · Complies with health and safety protocols to mitigate workplace risks. 
 · Protects district property. Takes precautions to prevent the loss of equipment and supplies. 
 · Takes action to address harassment or aggressive behavior. Complies with all legal statutes when 

dealing with discrimination, inappropriate behavior, or suspected child abuse/neglect. 
 
  6. Performs other specific job-related duties as directed. 
 · Implements district strategies to advance organizational goals. 
 
Performance  Employee performance is evaluated according to applicable law, board policies, contractual  
Evaluation:  agreements, and district administrative procedures. 
 
Working  The district offers equal employment opportunity without regard to age, color, disability, genetic 
Conditions:  information, military status, national origin, race, religion, sex (including gender identity, pregnancy, 

and sexual orientation), or any other legally protected category. 
 
  The district maintains a drug and alcohol-free work environment to prevent the adverse impact of 

substance abuse on employee performance and, to protect the rights of co-workers and the public. 
 
  Safety is essential to job performance. All employees are required to comply with workplace 

health/safety regulations and district policies when duties entail any of the following situations: 
 
   Encounters with aggressive, angry, rude, or unpleasant individuals. 
   Exposure to air-borne particulates, chemicals, combustible materials, electrical hazards, 
   loud noises, moving mechanical parts, odors, slippery/uneven surfaces, etc. 
   Exposure to blood-borne pathogens or contagious diseases. 
   Exposure to severe weather conditions or temperature extremes. 
   Movements that require balancing, bending, climbing, crouching, kneeling, or reaching. 
   Operating or riding in a vehicle. Working in or near vehicular traffic. 
   Performing tasks that require complex sequencing, dexterity, strength, stamina, etc. 
   Traveling to meetings and work assignments. 
   Working at heights, in confined spaces, or under diminished/variable lighting. 
 
  This job description document does not establish a contract or alter board-authorized employment 

agreements. Employee benefits, classifications, contract durations, skill sets, wage rates, and work 
schedules may vary by assignment. This summary document describes typical job functions and 
does not represent an exhaustive list of all possible work responsibilities. 

 
  Employee duties may change in response to collective bargaining agreements, funding variables, 

modified operating procedures, program/service adjustments, regulatory compliance, technological 
innovations, and unforeseen events. 

 
  © 2022 All Rights Reserved  



BRECKSVILLE-BROADVIEW HEIGHTS CITY SCHOOL DISTRICT 
JOB DESCRIPTION 

 
Title:  TRANSPORTATION SUPERVISOR File 701 
 
Reports to:  Superintendent 
 
Job Objective:  Supervises district transportation services. Note: Driving duties may be assigned. 
  See the “bus driver” job description for additional information. 
 
Minimum · Meets all transportation director/supervisor personnel qualifications and training program  
Qualifications:  requirements described in the Ohio Administrative Code 3301-83-06 and 3301-83-10. 
 · Holds/maintains a valid Ohio driver’s license. Qualifies to be covered by the district’s vehicle 

insurance policy. Demonstrates a steadfast commitment to defensive driving practices. 
 · Available to work a non-traditional schedule and irregular hours when needed. 
 · Demonstrated leadership abilities and a willingness to take on challenging tasks. 
 · Embraces high-performance standards (e.g., engagement, proficiency, resilience, etc.). 
 · Maintains a record free of criminal violations that prohibit public school employment. 
  Preferred Attributes: Active listening, creative problem solving, and good time management skills. 
 
  Physical Demand Level1: Sedentary strength (seldom lifting/carrying more than 11 lbs.). Duties 

require communicating verbally, far/near visual acuity, fine/gross manipulation, reaching at or below 
shoulder height, standing/walking, and using a traditional keyboard. 

   1 Based on U.S. Department of Labor documentation of physical demand characteristics. 
 
  Note: Legally acceptable alternative qualifications, additional assignment-specific skills, and other 

physical demands deemed appropriate by the board may be delineated at the time of appointment. 
 
Essential  1. Supervises district transportation operations. Ensures compliance with all Ohio Pupil 
Functions:  Transportation Operations and Safety Rules. 
 · Serves as an active member of the administrative team and adviser to the superintendent. 
 · Actively supervises and evaluates assigned personnel. Cultivates staff leadership skills. 
 · Verifies drivers are qualified and correctly licensed. Monitors employee compliance with all 

continuing education requirements. Promotes defensive driving. Implements bus safety programs. 
 · Prepares bus routes. Assigns drivers. Determines the most appropriate approach to transport each 

student. Works with the staff to address the individualized needs of students with disabilities. 
 · Publicizes transportation program information. Regularly updates social media/website content. 
 · Directs the dissemination of routing information, student rosters, transportation schedules, etc. 
 · Monitors road and weather conditions. Recommends the need to delay or cancel services. 
 · Coordinates non-routine use of buses (e.g., field trips, athletic contests, etc.). 
 · Oversees ongoing vehicle maintenance. Implements procedures to deal with emergency repairs. 
 · Monitors work provided by outside vendors to ensure compliance with district specifications. 
 · Coordinates Ohio State Highway Patrol annual bus inspections. 
 · Requisitions supplies. Investigates products, services, and costs (e.g., on-time delivery, order 

fulfillment accuracy, quality standards, technical support, etc.).  Negotiates volume discounts/long-
term contracts. Maintains procurement records. 

 · Maintains effective document and records management systems. Prepares timely files. Monitors 
reporting deadlines. Complies with district records retention and disposal policies. 

 · Analyzes key program performance indicators to align budget proposals with strategic district goals. 
 
  2. Diligently attends to job details. Pursues quality results. Performs all aspects of the job. 
 · Maintains respectful relationships with co-workers and supports a cohesive team effort. 
 · Wears work attire appropriate for the position. 
 · Respects privacy. Ensures the veracity and security of confidential information. 
 · Sustains an acceptable attendance record. Consistently complies with established work schedules. 
 
  3. Maintains open/effective communications. Serves as a reliable information resource. 
 · Encourages relationships that enhance public support for the district. 
 · Helps the community understand district policy objectives and administrative procedures. 
 · Supports equality, diversity, and inclusion. Uses tact and diplomacy to resolve differences fairly. 
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  4. Pursues opportunities to enhance job knowledge and skill proficiency. 
 · Keeps current with standards and practices associated with work duties. 
 · Updates skills as needed to use task-appropriate technology effectively. 
 
  5. Keeps current with emergency preparedness and response procedures. 
 · Complies with health and safety protocols to mitigate workplace risks. 
 · Protects district property. Takes precautions to prevent the loss of equipment and supplies. 
 · Takes action to address harassment or aggressive behavior. Complies with all legal statutes when 

dealing with discrimination, inappropriate behavior, or suspected child abuse/neglect. 
 
  6. Performs other specific job-related duties as directed. 
 · Implements district strategies to advance organizational goals. 
 
Performance  Employee performance is evaluated according to applicable law, board policies, contractual  
Evaluation:  agreements, and district administrative procedures. 
 
Working  The district offers equal employment opportunity without regard to age, color, disability, genetic 
Conditions:  information, military status, national origin, race, religion, sex (including gender identity, pregnancy, 

and sexual orientation), or any other legally protected category. 
 
  The district maintains a drug and alcohol-free work environment to prevent the adverse impact of 

substance abuse on employee performance and, to protect the rights of co-workers and the public. 
 
  Safety is essential to job performance. All employees are required to comply with workplace 

health/safety regulations and district policies when duties entail any of the following situations: 
 
   Encounters with aggressive, angry, rude, or unpleasant individuals. 
   Exposure to air-borne particulates, chemicals, combustible materials, electrical hazards, 
   loud noises, moving mechanical parts, odors, slippery/uneven surfaces, etc. 
   Exposure to blood-borne pathogens or contagious diseases. 
   Exposure to severe weather conditions or temperature extremes. 
   Movements that require balancing, bending, climbing, crouching, kneeling, or reaching. 
   Operating or riding in a vehicle. Working in or near vehicular traffic. 
   Performing tasks that require complex sequencing, dexterity, strength, stamina, etc. 
   Traveling to meetings and work assignments. 
   Working at heights, in confined spaces, or under diminished/variable lighting. 
 
  This job description document does not establish a contract or alter board-authorized employment 

agreements. Employee benefits, classifications, contract durations, skill sets, wage rates, and work 
schedules may vary by assignment. This summary document describes typical job functions and 
does not represent an exhaustive list of all possible work responsibilities. 

 
  Employee duties may change in response to collective bargaining agreements, funding variables, 

modified operating procedures, program/service adjustments, regulatory compliance, technological 
innovations, and unforeseen events. 

 
  © 2022 All Rights Reserved  



BRECKSVILLE-BROADVIEW HEIGHTS CITY SCHOOL DISTRICT 
JOB DESCRIPTION 

 
Title:  ASSISTANT TRANSPORTATION SUPERVISOR File 702 
 
Reports to:  Transportation Supervisor 
 
Job Objective:  Helps manage district transportation services. Note: Driving duties may be assigned. See the “bus 

driver” job description for additional information. 
 
Minimum · Meets all transportation director/supervisor personnel qualifications and training program  
Qualifications:  requirements described in the Ohio Administrative Code 3301-83-06 and 3301-83-10. 
 · Holds/maintains a valid Ohio driver’s license. Qualifies to be covered by the district’s vehicle 

insurance policy. Demonstrates a steadfast commitment to defensive driving practices. 
 · Available to work a non-traditional schedule and irregular hours when needed. 
 · Demonstrated leadership abilities and a willingness to take on challenging tasks. 
 · Maintains a record free of criminal violations that prohibit public school employment. 
 · Embraces high-performance standards (e.g., engagement, proficiency, resilience, etc.). 
  Preferred Attributes: Active listening, creative problem solving, and good time management skills. 
 
  Physical Demand Level1: Sedentary strength (seldom lifting/carrying more than 11 lbs.). Duties 

require communicating verbally, far/near visual acuity, fine/gross manipulation, reaching at or below 
shoulder height, standing/walking, and using a traditional keyboard. 

   1 Based on U.S. Department of Labor documentation of physical demand characteristics. 
 
  Note: Legally acceptable alternative qualifications, additional assignment-specific skills, and other 

physical demands deemed appropriate by the board may be delineated at the time of appointment. 
 
Essential  1. Supervises assigned transportation services. Ensures district services meet all Ohio 
Functions:  Pupil Transportation Operations and Safety Rules. 
 · Identifies work priorities to focus on tasks that require immediate attention. 
 · Addresses issues that arise during the absence of the transportation program administrator. 
 · Actively supervises and evaluates assigned personnel. Cultivates staff leadership skills. 
 · Instructs assigned staff in equipment, materials, and methods for proficient job performance. 
 · Helps verify drivers are qualified and correctly licensed. Monitors employee compliance with all 

continuing education requirements. Promotes defensive driving. Implements bus safety programs. 
 · Helps prepare bus routes. Assigns drivers. Determines the most appropriate approach to transport 

each student. Works with the staff to address the individualized needs of students with disabilities. 
 · Publicizes transportation program information. Regularly updates social media/website content. 
 · Assists with the dissemination of routing information, student rosters, transportation schedules, etc. 
 · Monitors road and weather conditions. Recommends the need to delay or cancel services. 
 · Helps coordinate non-routine use of buses (e.g., field trips, athletic contests, etc.). 
 · Helps coordinate Ohio State Highway Patrol annual bus inspections. 
 · Oversees equipment reliability assessments. Manages ongoing vehicle maintenance. 
 · Implements procedures to deal with emergency repairs. 
 · Monitors work provided by outside vendors to ensure compliance with district specifications. 
 · Maintains effective document and records management systems. Prepares timely files. Monitors 

reporting deadlines. Complies with district records retention and disposal policies. 
 
  2. Diligently attends to job details. Pursues quality results. Performs all aspects of the job. 
 · Maintains respectful relationships with co-workers and supports a cohesive team effort. 
 · Wears work attire appropriate for the position. 
 · Respects privacy. Ensures the veracity and security of confidential information. 
 · Sustains an acceptable attendance record. Consistently complies with established work schedules. 
 
  3. Maintains open/effective communications. Serves as a reliable information resource. 
 · Encourages relationships that enhance public support for the district. 
 · Refers administrative procedure and district policy questions to an appropriate administrator. 
 · Supports equality, diversity, and inclusion. Uses tact and diplomacy to resolve differences fairly. 
 
  4. Pursues opportunities to enhance job knowledge and skill proficiency. 
 · Keeps current with standards and practices associated with work duties. 
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 · Updates skills as needed to use task-appropriate technology effectively. 
 
  5. Keeps current with emergency preparedness and response procedures. 
 · Complies with health and safety protocols to mitigate workplace risks. 
 · Protects district property. Takes precautions to prevent the loss of equipment and supplies. 
 · Takes action to address harassment or aggressive behavior. Complies with all legal statutes when 

dealing with discrimination, inappropriate behavior, or suspected child abuse/neglect. 
 
  6. Performs other specific job-related duties as directed. 
 · Implements district strategies to advance organizational goals. 
 
Performance  Employee performance is evaluated according to applicable law, board policies, contractual  
Evaluation:  agreements, and district administrative procedures. 
 
Working  The district offers equal employment opportunity without regard to age, color, disability, genetic 
Conditions:  information, military status, national origin, race, religion, sex (including gender identity, pregnancy, 

and sexual orientation), or any other legally protected category. 
 
  The district maintains a drug and alcohol-free work environment to prevent the adverse impact of 

substance abuse on employee performance and, to protect the rights of co-workers and the public. 
 
  Safety is essential to job performance. All employees are required to comply with workplace 

health/safety regulations and district policies when duties entail any of the following situations: 
 
   Encounters with aggressive, angry, rude, or unpleasant individuals. 
   Exposure to air-borne particulates, chemicals, combustible materials, electrical hazards, 
   loud noises, moving mechanical parts, odors, slippery/uneven surfaces, etc. 
   Exposure to blood-borne pathogens or contagious diseases. 
   Exposure to severe weather conditions or temperature extremes. 
   Movements that require balancing, bending, climbing, crouching, kneeling, or reaching. 
   Operating or riding in a vehicle. Working in or near vehicular traffic. 
   Performing tasks that require complex sequencing, dexterity, strength, stamina, etc. 
   Traveling to meetings and work assignments. 
   Working at heights, in confined spaces, or under diminished/variable lighting. 
 
  This job description document does not establish a contract or alter board-authorized employment 

agreements. Employee benefits, classifications, contract durations, skill sets, wage rates, and work 
schedules may vary by assignment. This summary document describes typical job functions and 
does not represent an exhaustive list of all possible work responsibilities. 

 
  Employee duties may change in response to collective bargaining agreements, funding variables, 

modified operating procedures, program/service adjustments, regulatory compliance, technological 
innovations, and unforeseen events. 

 
  © 2022 All Rights Reserved  



BRECKSVILLE-BROADVIEW HEIGHTS CITY SCHOOL DISTRICT 
JOB DESCRIPTION 

 
Title:  SUPERVISOR OF SCHOOL NUTRITION SERVICES File 801 
 
Reports to:  Superintendent 
 
Job Objective:  Manages food service operations that comply with all nutrition, health, and safety regulations. 
 
Minimum · Meets all education/training requirements described in the USDA Professional Standards Rule for 
Qualifications:  School Nutrition Employees. State registered/licensed dietitian (RD, LD) or a bachelor’s degree with 

School Nutrition Specialist (SNS) certification is advantageous. ServSafe® Certification is required. 
 · Available to work a non-traditional schedule and irregular hours when needed. 
 · Demonstrated leadership abilities and a willingness to take on challenging tasks. 
 · Embraces high-performance standards (e.g., engagement, proficiency, resilience, etc.). 
 · Maintains a record free of criminal violations that prohibit public school employment. 
  Preferred Attributes: Active listening, creative problem solving, and good time management skills. 
 
  Physical Demand Level1: Medium strength (frequently lifting/carrying 11 to 25 lbs.). Duties require 

communicating verbally, far/near visual acuity, fine/gross manipulation, reaching at or below 
shoulder height and overhead, standing, stooping, and using a traditional keyboard. 

   1 Based on U.S. Department of Labor documentation of physical demand characteristics. 
 
  Note: Legally acceptable alternative qualifications, additional assignment-specific skills, and other 

physical demands deemed appropriate by the board may be delineated at the time of appointment. 
 
Essential  1. Supervises food service operations. Upholds all federal school nutrition standards. 
Functions: · Serves as an active member of the administrative team and adviser to the superintendent. 
 · Actively supervises and evaluates assigned personnel. Cultivates staff leadership skills. 
 · Monitors food service employee compliance with all continuing education requirements. 
 · Publicizes food service program information. Regularly updates social media/website content. 
 · Processes applications for the free and reduced-price lunch program. 
 · Complies with USDA child nutrition guidelines. Provides appealing consumer-orientated food 

options. Monitors customer satisfaction. Attends to the needs of students with dietary restrictions. 
 · Uses standardized recipes to maintain quality control. Monitors production sheets. 
 · Ensures compliance with all health and food safety regulations (e.g., hazard analysis critical control 

point principles, portion size, sanitation procedures, temperature controls, etc.). 
 · Manages the set up of the serving line and attractive presentation of food. 
 · Oversees the sanitization of equipment and the storage, or disposal of leftover food. 
 · Manages daily accounting activities (i.e., receipts, meals served, bank deposits, etc.). 
 · Prepares revenue/expense projections and audit documentation as requested. 
 · Requisitions supplies. Investigates products, services, and costs (e.g., on-time delivery, order 

fulfillment accuracy, quality standards, technical support, etc.).  Negotiates volume discounts/long-
term contracts. Maintains procurement records. 

 · Receives food/supplies. Follows approved food safety procedures. Verifies quantities. Reports 
shortages/spoiled products. Organizes, stores, dates and rotates stock. 

 · Maintains effective document and records management systems. Prepares timely files. Monitors 
reporting deadlines. Complies with district records retention and disposal policies. 

 · Analyzes key program performance indicators to align budget proposals with strategic district goals. 
 
  2. Diligently attends to job details. Pursues quality results. Performs all aspects of the job. 
 · Maintains respectful relationships with co-workers and supports a cohesive team effort. 
 · Wears work attire appropriate for the position. 
 · Respects privacy. Ensures the veracity and security of confidential information. 
 · Sustains an acceptable attendance record. Consistently complies with established work schedules. 
 
  3. Maintains open/effective communications. Serves as a reliable information resource. 
 · Encourages relationships that enhance public support for the district. 
 · Helps the community understand district policy objectives and administrative procedures. 
 · Supports equality, diversity, and inclusion. Uses tact and diplomacy to resolve differences fairly. 
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  4. Pursues opportunities to enhance job knowledge and skill proficiency. 
 · Keeps current with standards and practices associated with work duties. 
 · Updates skills as needed to use task-appropriate technology effectively. 
 
  5. Keeps current with emergency preparedness and response procedures. 
 · Complies with health and safety protocols to mitigate workplace risks. 
 · Protects district property. Takes precautions to prevent the loss of equipment and supplies. 
 · Takes action to address harassment or aggressive behavior. Complies with all legal statutes when 

dealing with discrimination, inappropriate behavior, or suspected child abuse/neglect. 
 
  6. Performs other specific job-related duties as directed. 
 · Implements district strategies to advance organizational goals. 
 
Performance  Employee performance is evaluated according to applicable law, board policies, contractual  
Evaluation:  agreements, and district administrative procedures. 
 
Working  The district offers equal employment opportunity without regard to age, color, disability, genetic 
Conditions:  information, military status, national origin, race, religion, sex (including gender identity, pregnancy, 

and sexual orientation), or any other legally protected category. 
 
  The district maintains a drug and alcohol-free work environment to prevent the adverse impact of 

substance abuse on employee performance and, to protect the rights of co-workers and the public. 
 
  Safety is essential to job performance. All employees are required to comply with workplace 

health/safety regulations and district policies when duties entail any of the following situations: 
 
   Encounters with aggressive, angry, rude, or unpleasant individuals. 
   Exposure to air-borne particulates, chemicals, combustible materials, electrical hazards, 
   loud noises, moving mechanical parts, odors, slippery/uneven surfaces, etc. 
   Exposure to blood-borne pathogens or contagious diseases. 
   Exposure to severe weather conditions or temperature extremes. 
   Movements that require balancing, bending, climbing, crouching, kneeling, or reaching. 
   Operating or riding in a vehicle. Working in or near vehicular traffic. 
   Performing tasks that require complex sequencing, dexterity, strength, stamina, etc. 
   Traveling to meetings and work assignments. 
   Working at heights, in confined spaces, or under diminished/variable lighting. 
 
  This job description document does not establish a contract or alter board-authorized employment 

agreements. Employee benefits, classifications, contract durations, skill sets, wage rates, and work 
schedules may vary by assignment. This summary document describes typical job functions and 
does not represent an exhaustive list of all possible work responsibilities. 

 
  Employee duties may change in response to collective bargaining agreements, funding variables, 

modified operating procedures, program/service adjustments, regulatory compliance, technological 
innovations, and unforeseen events. 

 
  © 2022 All Rights Reserved  



BRECKSVILLE-BROADVIEW HEIGHTS CITY SCHOOL DISTRICT 
JOB DESCRIPTION 

 
Title:  ASSISTANT SUPERVISOR OF SCHOOL NUTRITION SERVICES File 802 
 
Reports to:  Assigned administrator/supervisor 
 
Job Objective:  Helps manage food service operations that comply with all nutrition, health, and safety regulations. 
 
Minimum · Meets all education/training requirements described in the USDA Professional Standards Rule for 
Qualifications:  School Nutrition Employees. ServSafe® Certification is required. 
 · Available to work a non-traditional schedule and irregular hours when needed. 
 · Demonstrated leadership abilities and a willingness to take on challenging tasks. 
 · Embraces high-performance standards (e.g., engagement, proficiency, resilience, etc.). 
 · Maintains a record free of criminal violations that prohibit public school employment. 
  Preferred Attributes: Active listening, creative problem solving, and good time management skills. 
 
  Physical Demand Level1: Medium strength (frequently lifting/carrying 11 to 25 lbs.). Duties require 

communicating verbally, far/near visual acuity, fine/gross manipulation, reaching at or below 
shoulder height and overhead, standing, stooping, and using a traditional keyboard. 

   1 Based on U.S. Department of Labor documentation of physical demand characteristics. 
 
  Note: Legally acceptable alternative qualifications, additional assignment-specific skills, and other 

physical demands deemed appropriate by the board may be delineated at the time of appointment. 
 
Essential  1. Supervises food service activities. Upholds all federal school nutrition standards. 
Functions: · Identifies work priorities to focus on tasks that require immediate attention. 
 · Addresses issues that arise during the absence of the school nutrition services administrator. 
 · Actively supervises and evaluates assigned personnel. Cultivates staff leadership skills. 
 · Instructs assigned staff in equipment, materials, and methods for proficient job performance. 
 · Helps monitor food service employee compliance with all continuing education requirements. 
 · Publicizes food service program information. Regularly updates social media/website content. 
 · Helps process applications for the free and reduced-price lunch program. 
 · Complies with USDA child nutrition guidelines. Provides appealing consumer-orientated food 

options. Monitors customer satisfaction. Attends to the needs of students with dietary restrictions. 
 · Uses standardized recipes to maintain quality control. Monitors production sheets. 
 · Ensures compliance with all health and food safety regulations (e.g., hazard analysis critical control 

point principles, portion size, sanitation procedures, temperature controls, etc.). 
 · Manages the set up of the serving line and attractive presentation of food. 
 · Oversees the sanitization of equipment and the storage, or disposal of leftover food. 
 · Manages daily accounting activities (i.e., receipts, meals served, bank deposits, etc.). 
 · Prepares revenue/expense projections and audit documentation as requested. 
 · Prepares purchase requisitions. Maintains procurement records. Receives deliveries. Reconciles 

invoices. Monitors vendor performance (e.g., customer service, product quality, reliability, etc.). 
 · Receives food/supplies. Follows approved food safety procedures. Verifies quantities. Reports 

shortages/spoiled products. Organizes, stores, dates and rotates stock. 
 · Maintains effective document and records management systems. Prepares timely files. Monitors 

reporting deadlines. Complies with district records retention and disposal policies. 
 
  2. Diligently attends to job details. Pursues quality results. Performs all aspects of the job. 
 · Maintains respectful relationships with co-workers and supports a cohesive team effort. 
 · Wears work attire appropriate for the position. 
 · Respects privacy. Ensures the veracity and security of confidential information. 
 · Sustains an acceptable attendance record. Consistently complies with established work schedules. 
 
  3. Maintains open/effective communications. Serves as a reliable information resource. 
 · Encourages relationships that enhance public support for the district. 
 · Helps the community understand district policy objectives and administrative procedures. 
 · Supports equality, diversity, and inclusion. Uses tact and diplomacy to resolve differences fairly. 
 
  4. Pursues opportunities to enhance job knowledge and skill proficiency. 
 · Keeps current with standards and practices associated with work duties. 
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 · Updates skills as needed to use task-appropriate technology effectively. 
 
  5. Keeps current with emergency preparedness and response procedures. 
 · Complies with health and safety protocols to mitigate workplace risks. 
 · Protects district property. Takes precautions to prevent the loss of equipment and supplies. 
 · Takes action to address harassment or aggressive behavior. Complies with all legal statutes when 

dealing with discrimination, inappropriate behavior, or suspected child abuse/neglect. 
 
  6. Performs other specific job-related duties as directed. 
 · Implements district strategies to advance organizational goals. 
 
Performance  Employee performance is evaluated according to applicable law, board policies, contractual  
Evaluation:  agreements, and district administrative procedures. 
 
Working  The district offers equal employment opportunity without regard to age, color, disability, genetic 
Conditions:  information, military status, national origin, race, religion, sex (including gender identity, pregnancy, 

and sexual orientation), or any other legally protected category. 
 
  The district maintains a drug and alcohol-free work environment to prevent the adverse impact of 

substance abuse on employee performance and, to protect the rights of co-workers and the public. 
 
  Safety is essential to job performance. All employees are required to comply with workplace 

health/safety regulations and district policies when duties entail any of the following situations: 
 
   Encounters with aggressive, angry, rude, or unpleasant individuals. 
   Exposure to air-borne particulates, chemicals, combustible materials, electrical hazards, 
   loud noises, moving mechanical parts, odors, slippery/uneven surfaces, etc. 
   Exposure to blood-borne pathogens or contagious diseases. 
   Exposure to severe weather conditions or temperature extremes. 
   Movements that require balancing, bending, climbing, crouching, kneeling, or reaching. 
   Operating or riding in a vehicle. Working in or near vehicular traffic. 
   Performing tasks that require complex sequencing, dexterity, strength, stamina, etc. 
   Traveling to meetings and work assignments. 
   Working at heights, in confined spaces, or under diminished/variable lighting. 
 
  This job description document does not establish a contract or alter board-authorized employment 

agreements. Employee benefits, classifications, contract durations, skill sets, wage rates, and work 
schedules may vary by assignment. This summary document describes typical job functions and 
does not represent an exhaustive list of all possible work responsibilities. 

 
  Employee duties may change in response to collective bargaining agreements, funding variables, 

modified operating procedures, program/service adjustments, regulatory compliance, technological 
innovations, and unforeseen events. 

 
  © 2022 All Rights Reserved 


