
 

 

 
 

HAMILTON LOCAL SCHOOLS 
JOB DESCRIPTION 

 
 
 Position: HS Department Chair  
 
 Reports to: Building Principal  
 
Employment Status: Regular/Supplemental  
 
 FLSA Status: Exempt  
 

Description: Promotes and nurtures the education of the team members by planning and 
tailoring team meetings; monitoring academic reports and information, assisting 
with and correcting academic team efforts; serving as liaison with the PAC 
(Principal’s Advisory Committee) team; communicating team efforts within the 
staff; keeping parents informed. 

 
 NOTE: The below lists are not ranked in order of importance 
 
 
Essential Functions: 

• Communicates information from PAC meeting to team members. 
• Distributing the yearly budget between the different courses and determine larger purchases that 

benefit the Department as a whole. 
• Developing department-wide policies that enforce student responsibility and keep parents 

informed on a weekly basis. 
• Acts as the Lead Decision Maker for continuous Action Planning. 
• Assists team members in the development of lesson planning by using a variety of techniques, 

including lectures, projects, exhibits, field trips, audiovisual and library resources, computers, and 
the Internet. 

• Monitors and assists team members with keeping websites up-to-date, posting homework to 
Progress Book, entering grades into Progress Book regularly, and overseeing newsletters to 
parents. 

• Coordinating with the IEP Specialist and coaches to ensure the needs of all students (including 
those who need enrichment) are being met. 

• Maintain textbook inventory and orders. 
• Develops and maintains systems to track student progress and regroups students for intervention. 
• Ensures short cycle assessments are submitted in a timely manner for data entry. 
• Using SCA and other data collection methods to create an effective Departmental Action Plan 

and individual educational plans that best suit the needs of each student. 
• Intervenes when achievement declines by mentoring team members with academic difficulties; 

drawing on best practices and providing resources for additional academic assistance. 
• Updates team members’ knowledge by attending faculty meetings, participating in educational 

opportunities, reading professional publications, maintaining personal networks, and participating 
in professional organizations. 

• Organizing weekly department meetings. 



 

 

• Enhances school's reputation by accepting ownership for accomplishing new and different 
requests and exploring opportunities in order to add value to job accomplishments. 

 
 
Qualifications:  

• Bachelor’s degree (B.A.) or equivalent from a four year college 
• Such alternatives to the above qualification as the Superintendent and/or Board of Education may 

find appropriate  
• Appropriate State of Ohio certification/license 

 
 
Required Knowledge, Skills, and Abilities: 

• Team Management 
• Verbal Communication 
• Conflict Resolution 
• Presentation Skills 
• Intinsic Motivation 
• Motivation of Others 
• K-12 Collaboration 
• Flexible 
• Obective 
• Confidential 

 
 

Equipment Operated: 
• Telephone 
• Computer 
• Copier 
• Calcualtor 
• Subject-specific equipment, e.g., graphing calculators, computer scanner, CD burner, zip drive, 

digital cameras 
 
 
This job description is subject to change and in no manner states or implies that these are the only duties 
and responsibilities to be performed by the incumbent. The incumbent will be required to follow the 
instructions and perform the duties required by the incumbent’s supervisor, appointing authority. 
 
________________________________ __________ 
Superintendent or designee    Date 
 
My signature below signifies that I have reviewed the contents of my job description and that I am aware 
of the requirements of my position. 
 
________________________________ __________ 
Signature      Date 
 
 
 
Adoption date: September 13, 2010 
 


