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JOB DESCRIPTION 

STELLA MARIS ACADEMY 

Job Title: President 

Department: Duluth Catholic 

Reports To: Governing Board 

FLSA Status: Exempt 

Prepared By: Mary Rasch 

Prepared Date: 3/15/2017 

Revised Date:  

Work Schedule: Full-Time (40 hours per week) 

 

SUMMARY 

The president is the chief executive officer of the school and has the responsibility of planning 

and establishing policies, practices, and procedures that facilitate the school’s ability to carry out 

its mission of education and formation. This position oversees and directs the principals and the 

development, admissions and finance offices, as well as facilities and operations.  The president 

interacts with external constituencies, engages in advancement initiatives that promote a positive 

image of the school in the community and helps foster relationships with the alumni of the 

formerly-separate schools. 

CONTEXT 

This position is an extension of the Bishop’s Ministry and must collaborate with the Director of 

Schools for the Diocese and has responsibility to the Governing Board. The incumbent must 

have the willingness and ability to support the Mission of the Universal and Local Roman 

Catholic Church. 

ESSENTIAL DUTIES AND RESPONSIBILITIES 

1. Lead the administrative team to ensure outstanding academic and faith formation for the 

students and families of the school 

2. Contribute to the building of an environment of innovation, accountability and mission-

driven focus among faculty, staff, students and their families. 

3. Set budgeting direction and help prioritize mission-driven programs and projects of the 

school 

4. Implement and encourage collaborative planning and leadership at all levels of the 

organization 

5. Work with the principals to execute annual faculty contracts, school curricula and 

instruction 

6. Create meaningful connections with the entire Duluth Catholic School community, 

fostering an atmosphere of open communication and constructive dialogue with all 

stakeholders 

7. Establish communication and collaborate with neighboring colleges and universities 

8. Develop partnerships with civic and business community leaders and organizations 
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9. Executive presence in representing and providing information to professional, 

governmental, educational associations, community agencies and parents about its 

academic and formational work 

10. Maintain frequent and substantive communications with the Governing Board and 

Director of Schools 

11. Collaborate with the Governing Board to develop and implement forward-thinking 

strategic initiatives and policies that shape the short and long-term direction of the school. 

12. Foster engagement of parents, alumni, supporters and the community by animating vision 

13. In conjunction with the Development Office and Governing Board, create and cultivate 

relationships with benefactors in order to ensure the long-term financial stability of the 

school and to support its growth 

14. Attend and/or complete all workshops and training as directed 

GENERAL RESPONSIBILITIES 

Maintain a current level of knowledge and skills required to effectively serve in this position.   

SUPERVISORY RESPONSIBILITIES 

Oversee and direct faculty and staff in the areas of development, admissions and finances as well 

as facilities and operations.  

QUALIFICATIONS 

To perform this job successfully, an individual must be able to perform each essential duty 

satisfactorily.  Reasonable accommodations may be made to enable individuals with disabilities 

to perform the essential functions. The requirements listed below are representative of the 

knowledge, skill, and/or ability required.   

EDUCATION and/or EXPERIENCE 

1. Advanced degree in an education, management, or administrative field 

2. Proven executive leadership in ongoing professional development, evaluation and student 

assessment 

LANGUAGE SKILLS 

Exceptional communication, interpersonal and public speaking skills. 

OTHER EXPERIENCE/SKILLS 

1. Decision maker, balancing the delegation of responsibilities with decisive actions 

2. Collaborative/friendly work style with ability to project professionalism and sincerity 

3. Prefer an active member of a Catholic community in order to express personal knowledge 

of the Catholic faith and commitment to Catholic ideals 

4. Possess good organizational skill and is capable of multi-tasking 

5. Maintains confidentiality 

6. Successfully pass a criminal background check 
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CERTIFICATES, LICENSES 

Valid driver’s license 

 

PHYSICAL DEMANDS 

The physical demands described here are representative of those that must be met by an 

employee to successfully perform the essential functions of this job.  Reasonable 

accommodations may be made to enable individuals with disabilities to perform these essential 

functions. While performing the duties of this job, the employee is required to stand, walk, sit, 

use hands to feel objects with tools or controls, reach with hands and arms, talk, and hear.  The 

employee must occasionally lift and/or move objects up to 25 pounds.  Specific vision abilities 

required by the job include close vision, distance vision, peripheral vision and the ability to 

adjust focus. 

WORK ENVIRONMENT 

The work environment characteristics described here are representative of those an employee 

encounters while performing the essential functions of this job.  The environment is a traditional 

office setting with individual work spaces.  While performing the duties of this job, the employee 

is exposed to moderate noise levels in the work environment.  Some travel is expected. Weekend 

and evening work may be required. 

ACKNOWLEGEMENT  

I have read and understand this explanation and job description. This job description is subject to 

change at any time. 

 Employee Signature:  _____________________________________ 

 Date:   _____________________ 

 

 Supervisor Signature: _____________________________________ 

 Date:   _____________________ 


