
Waco Independent School District 

JOB DESCRIPTION 

 

 
Job Title: Rising Leaders Administrator-in- Residence      Wage/Hour Status: Exempt/At-Will 

          

Reports to: Campus principal     Pay Grade/Days: 103/226 

   

Dept./School: Transformation Waco campuses   Date Revised: May 2019 

 

 
 

 
Primary Purpose:  

  
To develop leadership skills through serving on the campus leadership team and building educator 
capacity (developing, coaching, and empowering educators) in a diverse learning environment.  
 

Education/Certification:  
 

Master’s degree preferred 
 
Special Knowledge/Skills:  
 
Strategic vision and team leadership 
 

Demonstrated excellence in building, leading, and developing teams of teachers. 

Knowledge of assigned curriculum (grades K-12 TEKS), state assessment objectives, and best practices 
for classroom instruction and behavior management. 

Adept at thinking strategically, exercising excellent professional judgment, and making sound decisions 
in high-stress situations. 

Ability to work effectively toward shared goals with a wide range of stakeholders, including principals, 
teachers, school support staff, and students and their families. 
 
Personal effectiveness and commitment 
 

Ability to prioritize and manage competing demands in a fast-paced environment. 

Outstanding organizational skills, attention to detail, and ability to work under pressure with a high degree 
of accuracy and limited direction. 

Excellent written, verbal communication and presentation skills. 

Proponent of self-reflection, constructive feedback, and shared leadership. 

Relentless determination to go above and beyond for student progress. 
 
Experience:  
Minimum of three (3) years of successful experience as a teacher demonstrated with a track record of 
delivering significant gains in student outcomes.  

Experience interpreting data and translating the results into actionable plans for educators. 

 

 

 

Major Responsibilities and Duties:  
 



Ensure teachers achieve excellent student performance gains 
 

Support teachers in creating a data-driven culture that reinforces continuous improvement, which includes 
the ability to gather, analyze, and use data to inform instructional practices. 

Serve as the primary coach to build capacity and instructional skills of new staff, such as coordinating 
educator mentorships and the new teacher induction program.  

Work with professional learning communities to review student and teacher data, create urgency around 
feedback, identify potential needs and solutions, and design opportunities to repeatedly improve teaching 
practices. 

Determine common teacher needs across schools, work with principals to establish professional 
development goals, and identify and deploy resources (e.g., coaches, district/zone support, school-wide 
PD, learning clusters, teacher-led PD, etc.) to address these needs. 
 
Promote the school climate and culture goals as outlined by campus leadership 
 

Actively promote a culture of high expectations and achievement with a positive, safe environment for all 
staff and students. 

Communicate regularly and effectively with campus staff, students and families. 

Actively engage and involve families as partners. 
 
Serve as a key leader within the campus instructional team 
 

Be present, engaged, and visible throughout the academic school day. 

Attend and/or facilitate key meetings before and/or after school as directed. 

Frequent school-wide functions and events. 

Support school leaders to ensure that all stakeholders – including community leaders, parents, and 
students – have active voice in the overall vision and goals of the school. 
 
 
Perform other duties as assigned 
 
 
Equipment Used:  
  
Regular use of personal computer, copies, fax, printer, scanner, applicable software, and other standard 
office equipment.  
 
 
Working Conditions:  
  
Mental Demands/Physical Demands/Environmental Factors 
   
Reading, ability to communicate effectively (verbal and written); maintain emotional control under stress; 
coordinate district-wide curriculum functions; interpret policy, procedures, and data.  Repetitive hand 
motions; prolonged use of computer terminal possible.  Frequent district-wide travel; occasional statewide 
travel; frequent prolonged and irregular hours.  
 
Note:  This is not necessarily an exhaustive or all-inclusive list of responsibilities, skills, duties, 
requirements, efforts, functions or working conditions associated with the job.  This job description is not 
a contract of employment or a promise or guarantee of any specific terms or conditions of employment.  
The school district may add to, modify or delete any aspect of this job (or the position itself) at any time 
as it deems advisable.  
  
 



 
Acknowledgement: 
  
I have received a copy of this job description.  I have read and understand the foregoing statements 
described in the primary purpose, major responsibilities, and working conditions for this position as 
outlined above.  

  

  
                                                                                                                                                                                                                                                     
Employee Signature       Date 
 
 
                                                                                                                                                              
Printed Name        Employee ID # 

  

 

  

Non-Discrimination Statement 

  

As an In-District Charter School for Waco ISD, Transformation Waco  is an equal opportunity educational 

provider and employer that does not discriminate on the basis of race, color, national origin, sex, religion, 
age, disability, or genetic information in educational programs or activities that it operates or in 

employment matters. TW and Waco ISD are required by Title VI and Title VII of the Civil Rights Act of 
1964, as amended, Title IX of the Education Amendments of 1972, the Age Discrimination Act of 1975, 

as amended, Section 504 of the Rehabilitation Act of 1973, the Americans with Disabilities Act, as well 
as Board policy not to discriminate in such a manner. 

 

For information or complaints regarding compliance with the nondiscrimination requirements of Title IX, 
contact Waco ISD Executive Director of Human Resources at 254-755-9473 and/or Waco ISD Director 

of Athletics, at 254-745-2250. For information or complaints regarding compliance with the 
nondiscrimination requirements of Title VI and Title VII, as amended, contact Waco ISD Executive 

Director of Human Resources at 254-755-9473. For information or complaints regarding compliance with 
the nondiscrimination requirements of Section 504 or the Rehabilitation Act of 1973, as amended, contact 

Waco ISD Section 504 Coordinator at 254-755-9473 or; P.O. Box 27, Waco, TX, 76703. 

 


