
 

OUR DISTRICT 

The Bainbridge Island School District is committed to 
providing each student with an excellent academic 
program in an engaging and supportive environment 
that: 

 Fosters a passion for learning.  

 Instills a sense of civic and social 
responsibility.  

 Develops the intellectual, physical and social 
skills necessary for success in career, college 
and life in the 21st century. 

As a result, students demonstrate some of the 
highest academic achievement in the state and are 
engaged in community and worldwide humanitarian 
efforts. University reports suggest that Bainbridge 
Island School District students maintain consistent 
academic performance at the university level. 

OUR COMMUNITY 

Bainbridge Island is a beautiful 28-square-mile island 
located just eight miles across Puget Sound from 
Seattle. Approximately 23,000 people call Bainbridge 
home. The island community places a very high value 
on the quality of the public school system.  

Support for Bainbridge Island schools is evident in the 
long history of funding through consistent passage of 
school tax measures, a very successful Bainbridge 
Schools Foundation and the significant presence of 
school volunteers on a daily basis. Donations and 
talented volunteers assisted Bainbridge High School 
in the creation of a robotics team. The team’s first-
year robot finished in the top five percent worldwide.  

 

 

 

 

APPLICATION PROCESS 

Fast Track#180105001 

Apply online at www.bisd303.org under Employment, 
Administrative Job Openings. 

Complete applications must include: 

 Completed online application. 

 Letter of application (one or two pages) 
addressing the preferred qualifications. 

 Three current letters of recommendation.  

 Three confidential email reference forms 
contained in the application.  

 College/University Transcripts         
(unofficial transcripts acceptable). 

 Personal resume.  

 Signed signature release form. 
 

Questions? Please contact Erin Murphy at  
(206) 780-1072, EMurphy@bisd303.org. 
 
 
The Bainbridge Island School District is an Equal 
Opportunity Employer. Students, families and other 
stakeholders are notified the district does not 
discriminate based on sex, race, creed, religion, color, 
age, national origin, sexual orientation, gender 
expression or identity, veteran or military status, 
disability, or the use of a trained dog guide or service 
animal in any programs or activities, and provides 
equal access to the Boy Scouts and other designated 
youth groups. 
Title IX Officer, Erin Murphy and 504 Section 
Coordinator, Diane Leonetti have been designated to 
handle questions and complaints of alleged 
discrimination. 
NOTE:  New employees who will have unsupervised 
access to children must complete a satisfactory 
fingerprint check with the Washington State Patrol 
and the FBI.  Employment will be considered 
temporary and conditional pending a satisfactory 
background check. There will be a fee of $53.00. 
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JOB FUNCTIONS 

 Directs the work of the human resources office 

including certificated and classified contract and salary 

administration; applications; payroll; and substitute 

operations. 

 Plans, directs, coordinates and participates in the 

recruitment and selection of all certificated and 

classified personnel. 

 Ensures adherence to state and federal laws related to 

employment, labor law and personnel functions. 

 Leads district development of the staff allocation 

process. 

 Oversees new employee orientation programs and on-

going training programs. 

 Develops and maintains job descriptions for 

certificated and classified personnel. 

 Oversees a system for personnel records for all school 

employees in order to provide comprehensive, 

efficient, and accurate records of all matters pertinent 

to employment, transfer, retirement, promotion, 

discipline, reduction-in-force, etc. 

 Maintains and monitors employee evaluations. 

 Leads the district’s classified bargaining team, 

including monthly labor management meetings; serves 

as a member of the certificated bargaining team and 

participates in monthly labor/management meetings. 

 Interprets and administers contracts for represented 

groups; hears grievances. 

 Serves on the district budget preparation team. 

 Facilitates communication and assists in resolving 

employee concerns and disputes. 

 Provides expertise to district administrators related to 

staff evaluations, including development and 

monitoring of improvement plans and 

recommendations for termination or non-renewal of 

contracts. 

 Conducts employee investigations and assists 

administrators and supervisors in employee 

investigations, interviews, hearings, and 

documentation. 

 Leads and/or participates in conferences with 

employees regarding disciplinary issues. 

 Works with appropriate legal advisors in regard to 

personnel issues. 

 Drafts and /or updates board policies and 

administrative procedures in areas of responsibility. 

 

KNOWLEDGE OF 

 Financial management, budgeting and staffing. 

 Personnel practices and procedures, including 

Affirmative Action, employee benefits programs, 

recruitment, selection, transfers, performance 

appraisal, discipline, position classification, and salary 

administration. 

 Washington State and federal laws and guidelines 

related to public education personnel management. 

 Utilization of information technology for generating 

human resources and budgeting information. 

 Collective bargaining processes including relevant legal 

issues. 

 Job sectors and industries in the Puget Sound region, 

including job outlook data. 

 Budgeting and financial reporting. 

 Alternative Learning Education (ALE) programming 

and funding. 

 Staff development best practices. 

 Facilitation, conflict resolution and learning modalities.  

 

REQUIRED QUALIFICATIONS and EXPERIENCE  

 Bachelor’s degree in human resources, education, 

public or business administration or closely-related 

field; master’s degree preferred. 

 At least five years of successful supervisory experience 

and experience in public school human resources 

management preferred. 

 Advanced level of communication skills, with evidence 

of ability to utilize appropriate skills for effective 

conflict resolution. 

 Demonstrated ability to produce major reports, make 

effective presentations, and develop written policies 

and procedures. 

 Demonstrated ability to establish relationships and 

work effectively within the school and community; 

excellent problem-solving skills. 

 Experience in the interpretation and administration of 

negotiated agreements. 

 Ability to keep abreast of constantly changing human 

resource and management issues, particularly 

personnel-related law. 

 Experienced and trained in labor relations processes, 

including formal negotiations, mediation, fact-finding, 

arbitrations, unfair labor practice regulations, 

grievance processing, contract management, and 

collaborative negotiations. 

 Demonstrated leadership and experience in the 

supervision and performance appraisal of staff. 

 Exceptional professional ethics and demonstrated 

ability to exercise sound judgment, including 

appropriate handling of all confidential matters. 

 Ability to organize self and others, set priorities, and 

work effectively under pressure. 

PERSONAL QUALITIES 

 Strong communication skills—able to listen, speak and 

write proficiently and effectively. 

 High ethical standards and the courage to follow 

convictions. 

 Flexible, resourceful and comfortable with the process 

of change. 

 Sense of humor; approachable. 

 Willingness to provide long-term commitment to this 

position. 

TERMS OF EMPLOYMENT 

 Contract: 260 days including 12 paid holidays and 25 
vacation days 

 Salary: $107,400-$119,961 per year (DOE) 

 Family medical/dental benefits available 

 Retirement – SERS eligible 
SELECTION SCHEDULE 

 Position opening announced: January 5, 2018 

 Closing date: Open until filled 

 First consideration for applications                              
received by Feb 23,2018 

 Position starts: July 1, 2018 


