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King’s Christian Academy 
Roanoke, VA 
 
 
Job Description 
Title: Administrator (Head of School) 
 
Qualifications: 

1. Experience – at a minimum, at least 3 years of managing and leading a similarly-sized 
organization 

2. Education – at a minimum, a master’s degree in Education Supervision or Curriculum, or 
higher 

3. Faith – must have and profess a personal and mature commitment to faith in Jesus Christ, 
and assent to the school’s Statement of Faith and Mission Statement 

4. Church Attendance – must faithfully attend  Parkway House of Prayer 
5. All general qualifications for faculty/staff 

 
 

GENERAL DESCRIPTION OF THE POSITION 
 

The Head of School is the chief executive and lead administrator of the school. In partnership 
with the school board, the Head of School is responsible for the school’s success. The Head of 
School: 

• Provides spiritual, educational, and administrative leadership to the school’s campuses 
and programs.  

• Develops and maintains a school which is thoroughly Christian.  This involves due 
consideration give to implementing the school philosophy, mission, and core values in 
every area of education.  

• Develop and maintain a school which is academically sound. Students should be highly 
equipped in the tools of learning so as to be able to challenge the world around them 
rationally.  

• Is responsible to inspire, lead, and direct all phases of the school’s operations, including 
curriculum development, personnel matters (recruiting, hiring, coaching, rewarding, 
training, and retaining high performing staff while disciplining, and terminating those 
who do not meet the school’s standards of excellence and integrity), and the execution of 
all educational programs.  

• Is responsible for the optimization of all other support programs and ancillary functions 
necessary for a successful school including as budget, facilities operations, missions, and 
sports, and the creation of an overall culture of academic excellence that is capable of 
preparing students for future success in the 21st century, which is also balanced within a 
caring, nurturing and Christ-centered environment.  

• Prevents crises from occurring when possible, and deal with them in a timely and 
efficient manner when they do occur.  

• Reports to and takes direction from the senior pastor of Parkway House of Prayer 
• Reports to the school board and must act in accordance with the policies established by 

the board. 
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ATTRIBUTES REQUIRED 
 

Spiritual Attributes 
• Believe, without reservation, and actively support the school’s and church’s statement of 

faith and mission statement. 
• Possess a strong, clear Christian testimony and maintain a Christ-centered home. 
• Demonstrate a mature, godly spirit as a person of faith and prayer. 
• Display strong knowledge and understanding of Scripture. 
• Be an active and visible participant in Parkway House of Prayer church ministries. 
• Model qualities of a servant leader. 
• Demonstrate a desire for spiritual growth as evidenced by his/her prayer life, Bible study, 

missions  
• Conduct oneself with a gentle spirit of unity and peace. 
• Consistently strive to equip other for ministry.  
• Model and articulate an understanding/belief of Wesleyan Arminian Theology – which is 

an understanding of a non-works-based salvation that believes in victory over sin through 
the power of Jesus Christ and His power to sanctify the carnal nature.  
 

Personal Attributes 
• Model a daily walk with Jesus and the Fruits of the Spirit are visible in 

spirit/speech/acts/attitude 
• Be a person of integrity; respectful of and loyal to constituted authority. 
• Understand the importance of discernment, discretion, and confidentiality in the 

operation of the school. 
• Defend beliefs, principles, and convictions in the face of pressure and partisan influence. 
• Remain approachable; interact easily and effectively with staff / constituents and 

community entities while demonstrating sensitivity to their concerns / needs 
• Be positive, courteous, professional, and tactful in dealing with parents, students, and 

staff. 
• Demonstrate him or herself to be an enthusiastic and visionary leader who is an 

encourager of others and a self-starter with a high energy level and desire for personal 
and professional achievement for himself/herself and staff. 

• Meet everyday stress with emotional stability, objectivity, and optimism. 
• Demonstrate character qualities of consistency and perseverance. 
• Listen and respond appropriately to the counsel of others. 
• Maintain appropriate and professional standards of grooming, dress, and appearance, and 

ensure that faculty and staff adhere to the same standards. 
• Serve as a role model and mentor to faculty, staff, and students, consistent with the 

manner in which he/she acts, speaks, and serves. 
• Follow Matthew 18 principle in conflict resolution. 
 

Professional Attributes 
• Be able to articulate a Christian philosophy of education consistent with Scripture and be 

able to explain to potential students and their parents the reasons why Christian education 
should be chosen. 
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• Possess a deep understanding and empathy for the Christian school movement. 
• Have broad successful experience as a leader, manager, and administrator. 
• Demonstrate executive and management skills and demeanor. 
• Display effective oral and written communications. 
• Demonstrate a commitment to address gender, racial and ethnic/national origin diversity 

at all levels in the workplace and within the student body, and further demonstrate 
cultural sensitivity and competency in dealing with diverse groups while teaching a 
biblical worldview. 

• Reflect evidence of being a team player responsive to the school board and staff. 
• Be willing to subordinate his/her personal agenda for the sake of the school. 
• Be open to new ideas, initiatives, and concepts in education; be committed to 

professional development and training 
• Demonstrate computer literacy 
• Stay abreast of leadership, educational, and management trends and innovations via 

regular professional development, research, professional journals, and networking. 
 
Leadership Attributes 

• Be personally convicted that God has called him/her to Christian school leadership and 
administration. 

• Provide for effective leadership of the school’s instructional process. 
• Demonstrate a complete range of leadership skills and abilities necessary for success in 

this position; possess leadership that is characterized as dynamic and driven; have a 
demonstrated track record of results-oriented leadership with specific successes to which 
he or she can point. 

• Remain able to prioritize his/her school ministry appropriately against the demands of 
other jobs or activities. 

• Maintain the trust, confidence, and respect of school/church community. 
• Create a positive, encouraging school environment for staff/families/students 
• Keep informed with regard to all relevant factors affecting the faculty, staff, and student 

body. 
• Demonstrate open mindedness, fairness, and patience. 
• Display a complete working knowledge and understanding of the mission, vision, goals, 

core values, and philosophy of the school; be able to translate such existing history and 
tradition into a strategically-sound and cogent vision for the future. 

• Be viewed as a visionary, planner, delegator, innovator, and leader, capable of bringing 
about necessary change; demonstrate sound change management skills. 

• Solve problems, implement solutions, and enforce policies and procedures fairly and 
consistently. 

• Supervise and evaluate staff; make difficult decisions involving faculty and staff; clearly 
and effectively communicate difficult messages. 

 
Administrative Attributes  
 

• Have a thorough knowledge and understanding of the philosophy and objectives of the 
policies and procedures of the school. 
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• Keep faculty and staff focused on fulfilling school’s mission with high level of unity, 
morale, and service as modeled by the life and teachings of Jesus Christ. 

• Demonstrate excellent time management and organization skills; demonstrate an ability 
to delegate and to accomplish tasks through coordination and facilitation. 

• Handle multiple tasks and responsibilities with competing due dates and priorities. 
 

SPECIFIC RESPONSIBILITIES 
 

Instructional and Spiritual Leadership 
• Provide for effective leadership of the school’s instructional process. 
• Ensure that the faculty is engaged in continuous curriculum development.  
• Ensure that the school is adequately equipped and supplied to provide quality education. 
• Ensure a sound program for spiritual and academic professional development of the 

faculty, including the pre-school-year teacher orientation meetings. 
• Be the agent of educational change and innovation for improvement 
• Ensure the development and maintenance of a co-curricular activities program consistent 

with the mission of the school. 
• Ensure the development and maintenance of a vital, challenging, conviction-oriented 

chapel program geared to the spiritual climate and various ages of the student body.  
• Work with the school board and faculty continuously to align every aspect of the school 

with a biblical worldview and philosophy to maximize student spiritual formation. 
• Ensure the school maintains accreditation through ACTS as well as any other agencies 

determined by the school Board. 
 

Research 
• Stay abreast of trends in education and school management, and understand how such 

factors are playing out among the students of the school.  
• Reliant upon appropriate data and related reporting, make strategic decisions in the best 

interest of the school. 
• Serve as the educational consultant to the church and school board by providing 

information and counsel on all the school’s educational problems and procedures. 
• Ensure that the school maintain an accurate, reliable assessment program. 
• Lead in recruiting and enrolling qualified students. 
• Ensure the maintenance of an effective guidance program for the school.  

 
Board Relationships 
 

• Serve as the educational consultant to the school board by providing information and 
counsel on the school’s educational mission.  

• Serve as an ex-officio member of the Parkway House of Prayer church board.  
• Serve as chief liaison between the school board and KCA leadership team and other 

school-based personnel, ensuring a high degree of professionalism, understanding and 
respect among leaders, faculty, staff, and board.  

• Keep the school and church board informed of pertinent matters at the school and educate 
the faculty/staff about the board's activities. 
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• Assist the school board with its strategic and long-range planning while also developing 
tactical plans with the management team.  

• Work with the school board to implement the strategic vision for the school.  
• Assist the Church and School board in planning, strategizing, and achieving its annual 

and long-range goals. Provide leadership, oversight and guidance for development 
programs and activities in areas of: 

o Community relations; 
o Fundraising; 
o Student recruitment and retention; 
o Publications; and 
o Other projects as may be necessary or appropriate. 

 
Supervision 
 

• Define the school's teaching and non-teaching needs, hire appropriate personnel with 
assistant of the senior pastor, and set standards for growth and performance, and foster 
harmony among all church and school staff members.  

• Where necessary, hold administrators, faculty, and staff accountable for performance and 
conduct.   

• Ensure appropriate training is provided, or appropriate disciplinary action is taken, up to 
and including decisions to terminate the employment of any administrator, faculty 
member or staff member as may be necessary to remediate any issues or concerns, with 
the best interests of the school and the students as the touchstone for action. 

• Ensure the supervision of the instructional process so teachers and students are guided 
and stimulated to their greatest potential 

• Ensure the regulation and enforcement of the discipline policy. 
• Ensure the maintenance of inventories of books, equipment, furnishings, etc. 
• Ensure the develop of student leadership for good school life and morale. 
• Ensure adequate communication with parents about their child and the school. 
• Ensure that scheduling of all co-curricular and extracurricular activities is effectively 

coordinated. 
• Ensure that student records are adequate, accurate, and administered legally.  

 
Personnel Administration 
 

• Lead in recruiting and hiring quality, mission-appropriate faculty, and staff.  
• Work in conjunction with the senior pastor to unsecure personnel are spiritual ready to 

teach and lead someone to Christ.  
• Ensure that all job descriptions are accurately created, properly executed, and regularly 

reviewed. 
• Ensure the maintenance of accurate personnel records for all faculty and staff in 

compliance with Roanoke City, Virginia, federal and accrediting agency expectations. 
• Ensure written evaluation of all school personnel periodically. 
• Handle grievances of school personnel according to policy. 
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• Lead in the guidance, discipline, and ultimate dismissal of personnel who do not perform 
satisfactorily according to policy. 

• Ensure the health and safety of students, faculty, and staff while at school or involved in 
school functions. 

• Serve a liaison between the school board and the faculty and staff.  
• Pray for all personnel daily.  

 
Finance 
 

• Work with the School Board to set annual tuition rates and salary / benefits schedules.  
• Administer financial policies concerning tuition and ensure proper financial controls and 

procedures are followed. 
• Develop the annual budget. 
• Authorize budget expenditures. 
• Ensure the maintenance of proper systems for the security and disbursement of petty cash 

and of all student body financial accounts.  
• Develop long range financial plans.  
• Address AR and AP issues. 
• Prepare and end of year financial reports for church and school board as well as annual 

church business meeting. 
• Work with Accountant/CPA to maintain the smooth financial operation of the school. 

 
Public Relations 
 

• Maintain an effective program for promoting the school to its stakeholders as well as the 
church community and the general public.  

• Develop and maintain policies and procedures for preventing and handling potentially 
negative public relation events involving the school. 

• Maintain an active relationship with Association of Christian Teachers and Schools 
(ACTS).  

 
Plant Management and Facilities Operations 
 

• Maintain oversight responsibility for facility standards of Appearance, Cleanliness & 
Safety. 

• Ensure the periodic conduct of emergency drills and building and property safety 
inspections including health and fire.  

• Verify that school classrooms reflect a professional and Christian environment. 
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ACCOUNTABILITY 
 
The Head of School is directly responsible and accountable to the senior pastor, church board 
and then the school board. The Head of School shall be evaluated annually by the senior pastor 
as well as the school board according to established criteria, including the imposition of annual 
performance goals and objectives that include reference to appropriate metrics and/or key 
performance indicators of success, as established in an annual performance plan.  
 
Expected Outcomes 
 
The Head of School shall be an individual who carries out his/her job duties so that: 

• The school can be proven to be an effective Christian school which meets its 
multi-pronged mission and strives for excellence in everything it does. 

• The school staff recruitment and retention meets the professional standards of the school 
with special attention given to diversity of staff as the school addresses the culture, 
ethnic, and socioeconomic issues within the local community. 

• The school provides students with a comprehensive learning experience that is designed 
to enable each student to reach their full potential in Christ. 

• The school is seen to support that the Holy Bible is the revealed Word of God and is 
appropriately taught as truth and integrated into the entirety of the learning experience. 

• The school shall serve as a living testament that is relevant to society by tangibly serving 
the community and demonstrating the value and overall public good the school provides 
to the local community. 

• The school ensures that the school’s day-to-day operational practices are a model of 
integrity, efficiency, and accountability, and best practices are incorporated or created as 
appropriate. 

• The school provides a platform which allows its students to show the world there is 
demonstrable evidence that the distinctive Christian education received at the school 
makes a difference, both in the world we live in, and in eternity. 

 
Required Results 
 
The Head of School will lead in a way to ensure that: 

• All educational programs are implemented with a pursuit for excellence and in an effort 
to help each student reach his or her full potential. 

• All students develop a strong biblical worldview and are simultaneously well prepared 
for life and/or further education in all academic disciplines. 

• The admission policies are developed in a manner which is consistent with the 
certification of the teaching staff and other relevant factors. 

• Communication among administrators, faculty, staff, and school board are clear and 
appropriately utilized. 

• The professional in-service program and other training and development opportunities are 
systematically reviewed for effectiveness; resulting training initiatives are then refreshed 
and implemented to ensure the academic, professional, and spiritual growth of all faculty 
and staff. 
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• The leadership of the school is the agent for educational change, creativity, and 
innovation, while ensuring that faculty, staff, students, and parents are invited to 
contribute ideas for new and improving programs as well as other change initiatives. 

• The school is kept current with regard to major current trends in learning and education 
in general and Christian education in particular. 

• The school has a strategic plan that is developed, reviewed annually, and implemented. 
• The annual budget is developed on the basis of true cost accounting principles and then 

provided to the school board in a timely manner for approval. 
• Compensation and benefits packages are just, in accordance with the requirements of the 

position, as well as the knowledge, skills and experience which candidates bring to the 
school to meet those duties; ensure that all compensation and benefits decisions are 
appropriately tailored to meet unique or special circumstances, where appropriate, for all 
levels of staff. 

• The school’s accreditation is earned and maintained. 


