
Administrator Duties Overview 
 Common: Mission/Learning Principles, 21st C Learning Environments, Supervise and Evaluate 
teachers, SEP, SARR, PGPs                  

(Principal) 
 (Gr.9-12) 

-Teaching and Learning 
- Curriculum  
- Budget 
- Mission/Vision 
- Student Leadership 
- Athletics - issues (2) 
- Career / Post Secondary 
Fair 
- Off-Campus Excursions  
(Out of Province - Country) 
- Learning Commons 
- Staffing 
- Evaluation - teachers and 
support staff 
- Academic Leaders 
- Professional Learning (1) 
- FI Liaison 
- Fine Arts Liaison 
-Fine Arts, English, 
Complementary Courses 
- Course Catalogue (January) 
- School Council 
- Support Staff supervision 
- Dual Credit Programming 
- Exchange students 
- Alberta Ed - marking 
- Family of Schools Liaison 
- Assessment & Reporting  
- Communication 
- Technology Liaison 
- Maintenance 
- Public Relations 
- Celebration of Learning 
- University of Calgary Liaison 
- Year Calendar development 
-Graduation 
-Scholarships/Awards 

(AP) 
  (Gr 9 & 11) 

- PAT Organization and Field 
Testing 
- Remembrance Day 
Ceremony 
- Advisory 
- Gr. 8/9 Transitioning (with 
Guidance) 
- Learning Support Liaison 
- Mentoring New/Beginning 
teachers 
-Work Experience, Green 
Certificate 
- Exam Scheduling (All 
aspects) + Exam Supervision 
Schedule 
-Lunch/Bus Supervision 
Schedule 
- Professional Learning (2) 
- Week of Welcome (W.O.W.) 
- Speaker Organization and 
Displays 
- Meet the Staff/Advisor Night 
(September) 
- RVS and APORI Survey 
Coordinator 
- C of P Liaison 
-Math 
-P.Ed. 
-TELUS Spark Liaison 
-Learning Commons’ 
Redesign Committee 

(AP) 
 (Gr 10 & 12) 

-Academic Awards (Oct.) 
- Diploma Exams and Field 
Testing 
- Quest A+ AB Ed 
- Timetable (February - 
June) 
- Power School Liaison and 
Report Card 
- Course Registration with 
Guidance (March/April) 
- Advanced Placement 
Coordinator – course / 
exam registration and 
organization 
- Global Academy  
- Hour Zero and OH & S 
Coordinator 
- Open House/Celebration 
of Learning (March) 
- Athletics (1) and Athletics’ 
Supervision 
- Off Campus Excursions - 
(In Province) 
Social 
Science 
-Redesign Committee 
- Park for All Seasons 
Liaison 
-Extra-Curricular 
Celebration 

 


