
 
 

DOUGLAS COUNTY SCHOOL SYSTEM 
P. O. BOX 1077, Douglasville, GA  30133 

Mr. Trent North, Superintendent 

770-651-2378 

 

VACANCY NOTICE 
2024-2025 

 

 
 

POSTING DATE:  March 23, 2023 

 

CLOSING DATE:  April 4, 2023 or until filled 
 
START DATE:              July 1, 2024 

 

POSITION TITLE:  Assistant Superintendent of Student Services 

 

PRIMARY FUNCTION:           Assume any responsibility delegated by the Superintendent 
                                                    to carry out the administrative functions necessary to  
                                                    implement and maintain the school system’s policies and   
                                            procedures and to coordinate school system student services. 
 

 
REQUIREMENTS: 

 

EDUCATIONAL LEVEL: Master’s Degree with a commitment to earn a six-year degree or higher. 
Successful five years of teaching and/or administrative experience. L-5 
with commitment to earn L-6 

 
PROFICIENT SKILLS: Must have a thorough understanding of applicable state and federal laws, 

state and local board of education rules and regulations, good leadership 
skills and communication skills, computer literate, demonstrate sound 
judgment, initiative, responsibility, and must be able to complete work with 
little supervision. 

 

PHYSCIAL ACTIVITIES: Routine physical activities required to fulfill job responsibilities. 
Sedentary Work: Exerting up to 10 pounds of force occasionally, and/ or a 
Negligible amount of force frequently or constantly to lift, carry, push, pull  
or otherwise move objects, including the human body. Sedentary work  
involves sitting most of the time. Jobs are sedentary if walking and  
standing is required only occasionally, and all other sedentary criteria 
 are met. 

 
 
 



 
ESSENTIAL DUTIES: 

1. Demonstrates prompt and regular attendance. 
2. Prepares enrollment projections for the Superintendent. 
3. Coordinates and maintains records of student transfers and non-resident students. 
4. Supervises Records Retention Department. 
5. Supervises Centralized Registration Department. 
6. Responsible for monthly enrollment and attendance reports. 
7. Supervises student support and health services. 
8. Serves as Homeless Liaison for the school system. 
9. Assists with appropriate placement of students enrolling at central registration. 
10. Coordinates student affairs referred to the Superintendent’s office. 
11. Attends state and local meetings as representative of the Superintendent/school system. 
12. Makes decisions and is responsible for student services responsibilities delegated by the Superintendent. 
13. Works with the Superintendent and designated staff to plan and implement a system-wide program for 

evaluation and appraisal of principal and teacher competencies. 
14. Prepares special and routine reports for the Superintendent, board of education, staff, state department, and 

federal agencies as requested by the superintendent. 
15. Oversees Federal Programs. 
16. Performs other duties as assigned by the Superintendent. 

 

REPORTS TO: Superintendent of Schools 
 

 
 

APPLICATION PROCEDURES: 

 

External Applicants:  Apply online through TeachGeorgia (www.teachgeorgia.org).  Submit a cover 
letter stating interest in this specific position, a standard resume and a list of three references with 
addresses and phone numbers, as soon as possible. 
 

Current Employees:  A letter of interest, resume, and a list of three references with address and phone 
numbers, as soon as possible.   
 
Email your application materials to Human.Resources@dcssga.org by April 4, 2023. 

 

 
 

 
 

The Douglas County School system does not discriminate on the basis of race, gender, color, 
age, religion, national origin, or disability in its employment procedure. 

 

http://www.teachgeorgia.org/
mailto:Human.Resources@dcssga.org

