
 

DEAN OF ACADEMICS 

Job Description 
Mission Statement: 

East Catholic High School is a regional college-preparatory school of the Archdiocese of 
Hartford. Building on Catholic tradition and the charism of the Sisters of Notre Dame de Namur, 
we challenge our students to build strong moral character while pursuing academic excellence, 
responsible citizenship, active participation in community service, sportsmanship, and an 
appreciation for the fine arts. Guided by the teachings of Jesus Christ, East Catholic is a 
welcoming environment for all students.  
 
The Dean of Academics provides leadership and direction to the Academic Program of the 
School, and has a significant role on the leadership team in guiding the school toward 
fulfillment of its mission. The Dean of Academics will have an active presence in school life, 
including evening and weekend functions and activities. The Dean of Academics reports 
directly to the President. 

Curriculum and Instruction: 

• Review curriculum standards, curriculum guides and outlines, and course expectations, 
including midterm/final exams 

• Collaborate with Department Heads in the review of existing curricular programs and 
development of new programs 

• Assist in development of technology plan in terms of academic student preparation 

Supervision: 

• Serve as Chair of the Academic Council 
• Oversee the Academic Review Committee 
• Supervise performance appraisal process for teaching staff, school counselors, and 

technology staff; coordinate team to conduct formal and informal performance appraisals, 
annual summative evaluations, and/or professional growth plans 

• Help coordinate professional development programs and oversee professional learning 
communities 

• Assist in hiring teaching personnel, plan for new teacher pre-service orientation, and 
coordinate new teacher mentor program. 



Administration: 

• Create ECHS Academic Schedule; develop and disseminate class schedules 
• Lead review and revisions of faculty handbook 
• Prepare academic records including quarterly report cards, interim reports, honor roll, 

academic probation list, etc. 
• Collaborate with school counselors to support students in academic difficulty 
• Plan and coordinate academic award ceremonies in conjunction with school counselors 
• Oversee class coverage for teacher absences 

Students: 

• Assist with placement testing, levelling of incoming students, parent visitation evening, 
and new student registration 

• Coordinate credit recovery process 
• Provide direct supervision of administrative assistant to Dean of Academics 
• Share supervision, with Dean of Student Life and President, of student and school 

activities 

Other: 

• Manage the school, along with the Dean of Student Life, in the absence of the President 
• Serve as a role model of Catholic Faith leadership on the ECHS Administrative team 
• Other responsibilities as designated by the President 


