
HUMAN RESOURCES DEPARTMENT 

2407 LaPorte Avenue, Fort Collins, CO 80521 • phone: (970) 490-3488 
web: www.psdschools.org  

 

JOB DESCRIPTION 
 
Job Title: Lead Assistant Superintendent of Schools FLSA Status: Exempt 
Job Family: Cabinet Pay Range:   Schedule F-Grade A 
Prepared/Revised Date: September 9, 2024 Job Code:              10220 

Days:                      260 
 
SUMMARY: Oversee and lead the academic divisions of Poudre School District (PSD), including the assistant superintendents, 
institutional effectiveness including the research and evaluation department, and student services including the Student Services 
department, Integrated Services department, and Language, Culture, and Equity departments. Oversee and provide leadership to the 
Information Technology division. Provide leadership, supervision, development, and management of Poudre School District (PSD) 
schools and principals in up to three district feeders. 
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Assist with the development, monitoring, and implementation of district strategic initiatives. 

Implement and monitor district, school, and student safety plans.  
Support and implement all Poudre School District’s policies, procedures, and expectations.  
Conduct school site visits to develop standards, establish priorities and set goals for improving student achievement, teache
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• Ability to promote and follow Board of Education policies, District policies, administrative guidelines and building and 
department procedures 

• Ability to communicate, interact, and work effectively and cooperatively with people from diverse ethnic and 
educational backgrounds 

• Ability to recognize the importance of safety in the workplace, follow safety rules, practice safe work habits, utilize 
appropriate safety equipment, and report unsafe conditions to the appropriate administrator 
 

MATERIALS AND EQUIPMENT OPERATING KNOWLEDGE: 
• Operating knowledge of and experience with personal computers and peripherals. 
• Operating knowledge of and experience with Microsoft Word, Excel, PowerPoint, MS Teams, Outlook, and other software 

packages. 
• Operating knowledge of and experience with standard office equipment. 

 
REPORTING RELATIONSHIPS & DIRECTION/GUIDANCE: 

 POSITION TITLE # of EMPLOYEES 

Reports to: Superintendent   
Direct reports: School Principals Approx. 20 
 Assistant Superintendent 2 
 Chief Institutional Effectiveness Officer 1 
 Senior Executive Director of Student Services 1 
 Chief Technology Officer  1 
 Administrative Assistant-Assistant Superintendent’s Office  1 

 
PHYSICAL REQUIREMENTS & WORKING CONDITIONS: The physical demands, work environment factors and mental functions 
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MENTAL FUNCTIONS: Amount of Time 
 None Under 1/3 1/3 to 2/3 Over 2/3 
Compare    X 
Analyze    X 
Communicate    X 
Copy  X   
Coordinate    X 
Instruct    X 
Compute   X  
Synthesize    X 
Evaluate    X 
Interpersonal Skills    X 


	Amount of Time
	Amount of Time
	Amount of Time
	Amount of Time
	VISION DEMANDS:
	Required
	No special vision requirements.
	X
	Close vision (clear vision at 20 inches or less)
	Distance vision (clear vision at 20 feet or more)
	Color vision (ability to identify and distinguish colors)
	Peripheral vision
	Depth perception
	Ability to adjust focus
	NOISE LEVEL:
	Exposure Level
	Very quiet
	Quiet
	Moderate
	X
	Loud
	Very Loud


