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Job Description


	OVERVIEW

	Job Title
	Principal

	Department
	Education Department 

	Reporting Relationships
	Reports to: 

Education Department 
	Supervises: Program Staff

	Role Purpose
	The Principal is responsible in maintaining oversight of the week to week operations of the program, including decision making and financial transactions according to the budget of the program.  Responsible for program outreach and communication, allowing the community and parents to know what is happening with the program.  Responsible for scheduling of meetings and communication with other departments of ADAMS.  


	KEY ACCOUNTABILITIES & ACTIVITIES 

	Key Accountabilities
	Key Activities 

	Operations
	Oversee the week to week operation of the Program including scheduling of teachers.  Responsible for budgeting and financial management of the program.

	Program and Outreach
	· Work with ADAMS team to plan and execute spiritual, social, social action and educational programming for children and youth according to the direction set by ADAMS
· Organize youth education program held on Saturdays during the academic school year.  

· Responsible for marketing and registration process
· Responsible for ensuring regular communication with parents.

	Building Relationships
	· Establish personal relationships with thechildren,  youth and families of ADAMS. 

· Create a safe, nurturing, enjoyable and stimulating environment for youth while attending Programs  

· Promote children and youth participation within the Program.  

· Act as a role model for children and youth.

· Provide feedback to ADAMS leadership regarding children and youth needs.


	

	Necessary knowledge and experience 
	· Excellent communication and ability to mobilize and coordinate with others

· Familiar with word processing, database management, and website maintenance.
· Experience working with youth and ability to promote a positive environment with teenagers

· Grounding in basic Islamic Knowledge  
· Ability to relate to students and the cultural context that they are living in.


	Education and certification requirements
	BA required. 
Training related to working with youth preferred


	WORKING CONDITIONS

	Working Environment
	Normal office environment and work outside of the office.

	Work Timings 
	Saturdays 9-2 and flexible work throughout the week and for meetings.
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