	
  

	
  

The Frances Xavier Warde School
Position Title: Principal: Holy Name Cathedral Campus
Reports to: Director of Education
Application Deadline: November 10, 2018

Status: Exempt, Full-time
12-month position

The Frances Xavier Warde School (FXW)is a Catholic elementary school in downtown Chicago
that provides an excellent academic, values-oriented education to students of all ethnic,
religious, cultural and socio-economic backgrounds in a child-centered urban environment. As
a keystone of its diverse community, The Frances Xavier Warde School provides need-based
scholarships to thirty percent of its students, and engages all of its students to learn about and
respect other faith traditions. The Frances Xavier Warde School uses a rigorous curriculum that
enables children to grow, clarify their values, and develop decision making skills and a sense of
responsibility for themselves and the world they will inherit.
Position Overview
The Frances Xavier Warde School seeks a dynamic, mission-aligned leader who will serve as
an instructional leader for grades 4-8. Candidates should be able to sustain and contribute to a
positive school culture, appreciate and enhance a supportive community, as well as value and
deliver academic outcomes. To best serve the positon, our parents, students, and faculty, it is
an expectation that the next Principal at the HNC Campus be a faith-filled individual and it is
preferred, but not required, that the candidates be of the Catholic faith.
Attributes
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o
o
o
o
o
o
o
o

Leads in a manner that reflects a faith-based life
Analyzes academic standards and assessment data with acumen
Employs a leadership style grounded in shared decision-making
Flexible thinker and problem-solver
Ability to contribute positively to the work and environment of FXW
Build interpersonal relationships with families and colleagues
Exhibits excellent judgment and decision-making abilities
Shows a strong sense of integrity, reliability, and accountability
Meets deadlines and works under pressure

Essential Job Duties and Responsibilities
Leadership:
o Employs leadership style which is appropriate for the situation, delegates and
encourages self-direction when appropriate.
o Employs methods which foster a non-threatening environment which is
conducive to openness and cooperation
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Instruction:
o
o
o
o

Lead, support and evaluate the development of FXW faculty and staff,
individually and collectively
Plan and execute faculty in-service days
Promote a safe and positive learning environment by effectively building
relationships, maintaining established norms of behavior, and coordinating
support for students
Serve as a consultant to FXW faculty in manners of classroom management,
progressive teaching methods and school procedures
Utilizes clinical supervision strategies for providing feedback to staff on observed
instruction
Identifies, analyzes and provides help for the solution of specific instructional
problems
Establishes and communicates high expectations for student achievement and
behavior

School-Community Relations:
o Demonstrates an ability to communicate a clear understanding of the mission
and programs of the school to staff, students and community
o Work in concert with the school psychologist to support the social-emotional well
being of students
o Involves parents and community members in school
o Ensures that parents are provided with information of the child’s progress
o Fosters good communication with and between parents, teachers and students
Management:
o Maintains a clean, safe and secure environment
o Maintains and submits records and reports that are accurate and on time
o Follows Board policies and communicates them effectively to the staff, students
and school community
o Collaborate with the Lower School Director, Director of Education, and Director of
Curriculum and Instruction to ensure a cohesive Preschool through 8th grade
program
o Follows a plan of supervision and evaluation for all personnel for which s/he has
supervisory responsibility
o Works cooperatively with the personnel office in the selection, transfer, retention
or dismissal of teacher
o Monitor professional development for teachers
Education
o
o
o

MA in Education, Teaching or Educational Administration
Minimum of 3-5 years of administrative experience
Minimum of 3-5 years’ experience in a leadership position involving curriculum or
teacher supervision

