
Immaculate Heart of Mary School
580 Ratzer Rd.,
Wayne, NJ 07470

School Principal Job Description

1. About Immaculate Heart of Mary School

Immaculate Heart of Mary School is located in Wayne New Jersey. Confirming Christ is the
reason for this school, and the mission of our school is to foster productive citizenship by
educating, inspiring and enthusing our students in a Catholic faith-oriented environment. We
envision an educator of IHM to possess the qualities of the IHM students and commit to the
ministry of Catholic education. An educator will live the Gospel values, model a life of integrity,
build community and exhibit high standards of professional competence. In partnership with the
Pastor, we are looking for an innovative and strategic Catholic educational leader who will develop
a vision and strategic plan to make IHM a model of 21st-century learning, meeting the academic,
social, emotional and spiritual needs of our children.

2. Job Brief

The principal in a parish school is directly responsible to the pastor. It is the duty of the
superintendent to supervise the professional responsibilities of the school principal. The
superintendent may designate a member of the Office of Catholic Schools to oversee the
evaluation. Responsibilities include, but are not limited to, pedagogical matters, community
relations, administration, business management, personnel, students, parents and instruction. Prior
to the appointing of a new principal the pastor with the search committee, will interview the
candidate and approve the appointment.

3. Responsibilities
The principal maintains the Roman Catholic identity of the school and is accountable to the

pastor and the superintendent. The principal is the spiritual, educational, and managerial leader of
the school and creates a climate of collaborative and collegial relations in administering the
responsibilities of the position.

As educational leader of the school the principal implements their philosophy, policies, and
educational practices that are set forth in the diocesan handbook of policies and practices, the
principal supports to that end the Office of the Catholic Schools through participation in a spirit
of collegiality.

a. Spiritual responsibilities, the principal:
● Cooperates with all the Roman catholic school principles to nurture Roman

Catholic identity and presence



● Ensures a variety of service opportunities for students
● Facilitates the spiritual development of the faculty, staff, and student body through

Liturgies, Sacramental programs, prayer services, and retreat days
● Strives to build a faith community fostering the spiritual growth of faculty, staff,

students and parents

b. Managerial responsibilities, the principal:

● Is accountable for sound financial management
● Participates in developing an annual balanced budget
● Is responsible for an annual “State of the School” report
● Conduct supervision and evaluation of staff members and maintains a permanent

file for each staff member including written documents
● Facilitates continuous communication between home and school
● Communicate and cooperate with the CDC and Department of Health to advanced

Health and welfare of the community
● Ensures that utilization of state and federal entitlements and services
● Interviews and recommends qualified applicants to the pastor for available

positions
● Maintains effective public relations with community and parish(es) maintains

regular and systematic communication with the pastor
● Assigns and reassign his current staff to the best fit the needs of the school
● Provides a roster of available substitutes in the event of teacher absence
● Submit statistical reports, appropriate government forms, and other requested data

to the pastor and the Office of the Catholic Schools
● Supports an advancement and marketing program for the long-range stability of

the school
● Works in concert with the parish
● Works with the pastor and financial committee in the establishment of a just and

fair tuition policy
● Acts as an advisor to school related organizations

c. Educational responsibilities, the principal:

● Establishes a strong Roman Catholic identity in the school environment
● Provides access and leadership for implementing all diocesan curriculum including

religious education curriculum
● Encourages membership in professional educational organizations
● Establishes and maintains an effective learning climate in the school
● Facilitates timely faculty meetings and meetings with faculty leadership i.e.

department chairs, curriculum coordinators
● Adheres to Diocesan curriculum guidelines
● Overseas the use of technology and the Internet
● Provides for ongoing professional development for faculty
● Provides appropriate educational materials that support and innovative curriculum
● Encourages membership in professional educational organizations



● Provides opportunities and/or programs for enrichment and special needs
instruction

● Supervises the instructional program

4. Qualifications
The principal processes credentials required by the office of the Catholic schools and
approved by the superintendent.

The principal processes the following qualifications:
● Active and participating Roman catholic in full communion with the church,

practicing in faith and can provide the pastor with a letter of active participation
from the parish priest (if the parish differs from Immaculate Heart of Mary).

● Supports the mission and philosophy of Roman catholic education
● Evidence is competency in management, interpersonal and communication skills
● Possesses New Jersey teacher at certification or equivalent
● Processes New Jersey principal certification or certificate of eligibility for New

Jersey administrators; out of state certifications will be addressed on a
case-by-case basis.

● Possesses a master’s degree in educational leadership or equivalent
● Minimum of five years of teaching experience preferably in Roman catholic

schools
● Letter of approval from federal and state criminal history background check
● VIRTUS training certification

5. Requirements

● Previous experience as a principal in the Catholic School or in a similar role
● Knowledge of school administrative processes and national educational regulations
● Hands-on experience with MS Office and education management systems
● Attention to detail
● Excellent presentation and communication skills
● Crisis management
● Ability to coach and inspire


