
Job Descriptions for: 

●​ Upper School Director 
●​ Algebra 2, Pre-Calculus, Calculus 

  

Essential Duties and Responsibilities  

UPPER SCHOOL DIRECTOR TASKS 

●​ Program and oversee weekly Leadership and Lifeskills Class. Create a monthly cycle. 
Students should learn at least one life skill (car maintenance, filing taxes,etc), some kind 
of physical fitness, some kind of art, and some kind of school/college prep each month. 

●​ Prepare for testing times on campus (PSAT in the fall, Stanford in the spring) and make 
sure materials are ordered and organized.  

●​ Prepare for administering the tests  and work with others to help prepare students for the 
test. 

●​ Assist Testing Coordinator with organizing and submitting tests after its administration.  
●​ Examine and share/review results with students and faculty once they arrive back. 
●​ Oversee all discipline and enforce consequences. Implement a clear discipline plan with 

an emphasis on non-punitive consequences. Use FACTS to maintain a clear record. 
●​ Partner with Sara Peck to oversee dual enrollment programs. Keep up with the students 

progress throughout the semester; check in with professors. 
●​ Oversee off campus privileges. Students must sign out for lunch and C of C classes. 

Students must maintain grades and behavior to have these privileges. Off campus 
privileges are revoked if student grades fall below a 75.  

●​ Oversee and minimize the number of US Flex times. Students are not to use this time to 
play on their phones or devices.This time should be utilized to make their time on 
campus more meaningful.  

●​ Partner with Sara Peck to Plan/Organize/Budget US LOTC program.  
●​ Facilitate and attend all LOTC activities. 
●​ Attend US overnight trip (1-2 per year) Help with planning the trip including: booking 

hotels, assigning rooms, planning activities. 
●​ Attend all Open Houses and enlist 2-3 US Students to attend alongside you. They will 

lead the tour. 
●​ Manage US Admissions: Call prospective families, meet during tours if available, follow 

up on shadow days, meet with Administrative assistant weekly to check on application 
status, help make final decision on applicant. 

●​ Meet regularly with the Head of School 
●​ Oversee student led maintenance of the US Lounge - assign duties. 
●​ Communicates proactively with the students, parents, faculty and staff. 
●​ Meet with Divisional Directors to ensure continuity and mission. 
●​ Restore a sense of community that includes the US. 



●​ Move students to participating in C of C classes on Tuesday/Thursday only to maintain 
our LOTC programing. 

●​ Assist Head of School with hiring and evaluation of teachers 

US Mathematics Teacher 

●​ Develop a high standard curriculum map for all classes assigned that inspires and 
challenges the students that follow USL and SC standards.  (USL already has curriculum 
maps that teachers can use as reference points.)  

●​ Share the year-long curriculum map for all classes with Interim Head of School and on 
Google Classroom. 

●​ Design engaging lessons, relevant reading, and written materials. 
●​ Correct work in a timely manner. 
●​ Conduct regular assessments; evaluate oral and written presentations while assessing 

student learning to support academic growth.. 

  

All Faculty are responsible for the following: 

Essential Duties and Responsibilities 

●​ Develop a curriculum map for all classes assigned that inspire and challenge the 
students that also follow USL and SC State Standards.  (USL already has curriculum 
maps that teachers can use as reference points.)  

●​ Post curriculum map for all classes on the learning management system at the beginning 
of the school year. 

●​ Responsible for planning, preparing, and delivering engaging and effective instructional 
lessons in their respective subject areas. This includes using a variety of teaching 
methods, resources, and technology to accommodate diverse learning styles and 
abilities. 

●​ Integrate content and experiences from LOTC’s program into the curriculum and lesson 
plans when deemed appropriate. 

●​ Maintains open and regular communication with parents and guardians regarding 
student progress, challenges, achievement, and other relevant information. This may 
involve parent-teacher conferences, emails, or phone calls. 

●​ Establishes and maintains a safe, inclusive, and orderly classroom environment that 
promotes positive behavior and active student participation. This includes setting clear 
expectations, maintaining discipline, and fostering a respectful and supportive 
atmosphere. 

●​ Assesses student progress through various means, such as assignments, quizzes, 
exams, participation and other forms of evaluation. Constructive feedback and support 
for improvement are provided to students and parents consistently. Work needs to be 
corrected in a timely manner. 



●​ Responsible for maintaining accurate and up-to-date records of student attendance, 
grades, and other pertinent information, in accordance with the school’s policies and 
procedures. 

●​ Uphold the highest standards of professional conduct, including adhering to the school’s 
code of ethics. Teachers are expected to lead by example. 

●​ May be assigned other duties related to their role as a Teacher, as deemed necessary by 
the school’s administration. This includes but is not limited to: opening and closing 
duties, Open Houses, Mentor Nights, Fundraisers, LOTC duties, staff meetings, and 
summer activities. 

●​ Expected to work their contracted hours. Regular working hours for full time faculty are 
7:20 am - 3:20 pm daily.  

●​ Follow the academic calendar established by USL, which will include the beginning and 
end of the school year, holidays, professional development days, and any other 
scheduled breaks or events. The Teacher is expected to be present for all school-related 
duties. 

●​ Prepare for some degree of flexibility in their schedule, especially when addressing the 
diverse needs of students and participating in school initiatives. The Teacher is informed 
of any schedule changes in advance, whenever possible.  

●​ Allocate reasonable preparation time to plan lessons, grade assignments and 
assessments and engage in other instructional preparation activities as needed. 

●​ Expected to maintain regular attendance and punctuality, arriving at school before or at 
the designated start time. If the Teacher is unable to meet their work schedule due to 
illness or unforeseen circumstances, they are required to notify the school administration 
in accordance with the school’s policies. 

●​ Foster and maintain a positive school culture. Facilitate blending, welcome visitors 
appropriately, enforce dress codes and behavioral expectations, assist colleagues and 
students as required and consistently demonstrate kindness and empathy. At all times, 
an employee is expected to lead by example and model exemplary behavior for the 
school community. 

 


