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Abstract

Objectives:

The Research aims at achieving the following objectives:

1-

2-

Identify actual administrative tasks of the assistant principal
at primary schools as conceded by himself/herself and seen
by the school principal.

|dentify actual technical tasks of the assistant principal at
primary schools as conceded by himself/herself and seen by
the school teacher.

Identify necessary criteria that should be taken into account
when choosing the position of assistant principal from the
point of view of: the assistant principal, the principal, and the
teacher who contribute to his/her effectiveness.

identify the difficulties which face the assistant principal and
impede the carrying out of his/her tasks, from the point of
view of: the assistant principal, the principal, and the teacher,
which have a negative impact on carrying out his/her
administrative and technical duties. In order to draw the
attention of the officials to these difficulties and to put
solutions for the problem.

Extract a number of recommendations and suggestions
which could contribute to activation of the role of the
assistant principal at government primary schools in Bahrain.

The Researcher has used the analytical descriptive method for
its convenience to achieve the objectives of this Research. The
Research has been conducted on a targeted group of assistant
principals, principals and teachers as follows:

(36) Assistant principals of both genders.
(36) Principals of both genders.
(90) Teachers of both genders.




The Researcher has used the following tools:

1- Three gquestionnaires designed as follows:

(a) The questionnaire on the assistant principal included
the administrative duties section of (26) phrases, and
the technical duties section distributed on four fields
according to the following order. the vocational
development with (29) phrases, enhancing learning
and teaching operations with (19) phrases, curriculum
upgrading with (12) phrases and the human relations
building with (8) phrases.

(b) The questionnaire on the school principal which
included the administrative duties only.

(c) The questionnaire on the school teacher which
included the technical duties only.

The three questionnaires included a part on the selection
criteria for the position of assistant principal of 20 criteria,
in addition to two open questions, one of them is related
to the difficulties which hinder the work of the assistant
principal, and the other on the recommendations which
could enhance the effectiveness of the role of the
assistant principal from the point of view of all the
segments.

2- A collection of documents related to the job of the assistant
principal in the Kingdom of Bahrain.

The Research reached the following resuits:

First: As regards the administrative duties part:

G

1- The assistant principals carry out their administrative duties
as described in the job description, which are necessary for
their jobs from the point of view of the specimen of principals
and assistant principals.

2- There are some administrative duties which enjoy priorities in
the work process of the assistant principal from the point of
view of the assistant principals and the principals, such as:

(a)To participate in running the educational affairs at
school.




(b)To participate effectively in the school board, and
administrative and technical committees.

3- There are a group of administrative affairs which do not fall
under the scope of work of the assistant principal from the
point of view of the assistant principals and the principals
such as:

(a)To participate in following up the records of school
stock of equipment, apparatus and furniture.

(b)To organize seminars and lectures.

(c)To follow up with the concerned parties, the
maintenance of school facilities.

Second: As regards the technical duties, the results are as
follows: :

The field of vocational development for teachers:

1- The assistant principals actually carry out the technical
duties included in the questionnaire within this field, from the
point of view of the specimen of assistant principals and
teachers.

2- The duties of class visits are one of the priorities of actual
technical duties in this field which are conducted by the
assistant principals from the point of view of the specimen of
assistant principals and teachers.

3- The main duties which are not given importance in the work
process of the assistant principals in this field, are as
follows:

(a)the duty of designing educational bags.

(b)Carrying out models for explanation lessons.

(c)Provide teachers with distinguished educational sites
on the internet.

The field of improving the learning and teaching process:

1- The technical duties listed within this scope are the actual
duties carried out by assistant principal from the point of view
the two categories of specimen of assistant principals and
teachers.




2- The duties given priorities by the assistant principals from
the point of view of the two categories form the assistant
principals and teachers as follows:

(a)Analyzing examination results and extracting their
indications.
(b)Supervising questions of tests before approving them.

3- Some duties occupied lower rank for the work process of
assistant principals from the point of view of the two
categories of the research, such as:

(a)Conducting investigative studies and researches
related to students’ problems such as absence and
failure.

(b)Coordinating various extra-curricular activities and
students’ contests with concerned authorities.

(c)Participating in the committees formed by the Ministry.

4- the point of views of the two categories from the assistant
principals and teachers on the priorities of some duties such
as the duties related to studying the methods of treating the
learning weakness of students. While the assistant principals
looked at this as the most important responsibility they carry
out, the same duty occupied lower rank to the teachers
category.

The field of curriculum upgrading:

1- The duties included in the questionnaire within the field of
curriculum upgrading are in general from the actual duties of
the assistant principal from the point of view of the two
categories of the specimen (assistant principals and
teachers).

2- Some duties are given priority in the work process of the
assistant principal from the point of view of the two
categories of the specimen, such as:

(a)Follow up to the implementation of curriculum content
by the school teachers in cooperation with the senior
teacher if available.

(b)Studying modern education approaches in teaching
methods and evaluation with school teachers.




(c)Reviewing the contents of school subjects.

3- there are a group of duties within this field included with the
actual duties of the assistant principal according to the
averages obtained, but come within the inferior priority for
both categories such as:

(a) Preparing scientific newsletters handling the academic
content of the curriculum to be distributed to school
teachers.

(b) Assisting school teachers in analyzing the contents of
some school books and submitting remarks to the
curriculum department at the Ministry.

(c) Holding special meetings to discuss documents on the
content of the curriculums.

4- The individuals of the specimen has had different point of
views on the evaluation of some duties whether actual or
expected. While these duties are considered actual from the
point of view of assistant principals, they are considered
expected from the point of view of the teachers, such as:

(a) Explaining education objectives of school subjects for
school teachers.

(b) Assisting school teachers in analyzing the content of
some school books and submitting remarks to the
curriculum department at the Ministry.

(c) Preparing scientific newsletters handling the academic
content of the curriculum to be distributed to school
teachers.

(d) Participating in coordination of scientific school
activities related to school subjects.

(e) Explaining educational objectives of primary stage for
school teachers.

(f) Holding special meetings to discuss documents on the
content of the curriculums.

The field of building human relations:

1- The technical duties included in this field are actual duties of
the assistant principal from the point of view of the specimen
of assistant principals and teachers.

2- The duties considered as the priority of tasks of the assistant
principal from the point of view of both categories which is




(d)Obtaining Diploma in School Administration before
appointment.

As for the answer open question on the difficulties which prevent
the assistant principal form fulfilling his/her duties came as follows:

1- Common difficulties related to the relation of the
principal with the assistant principal:

(a)Refusing to delegate responsibilities (power) from the
principal to the assistant.

(b)Overlapping of tasks and non coordination between
them in carrying out duties.

(c)Domination of the principal and diminishing the role of
the assistant.

(d)Non understanding of the principal to the role of the
assistant and non cooperation from the principal to
help the assistant to understand and carry out his
duties in a proper manner.

(e)Non agreement between the principal and the
assistant.

2- Common difficulties related to elevation of the efficiency
of the assistant principal:

(a)Lack of training courses.

(b)Lack of coordination between various departments at
the Ministry when planning and preparing for
workshops and lectures.

3- Common difficulties related to selection criteria for the
position of assistant principal

(a)Lack of experience in the field of education and
administration.

(b)Appointment of the assistant principal in unsuitable
educational stage and difficulties to adapt to the new
systems.

(c)Aging and physical unfitness.

4- difficulties related to the tasks of the assistant principal
(a)Branching of job description to include administrative

and technical matters leading to load of duties and
responsibilities related to his/her basic duties.




(b)Lack of qualified administrative staff such as a
secretary and information technician to help the
assistant principal in carrying out his/her tasks.

(c)Multitude of office work.

(d)Occupancy in training study during working hours.

As a result of the above mentioned difficulties, the following
common recommendations are proposed by the three categories
to raise the effectiveness of the role of the assistant principal which
can be extracted from the answers of the three categories to the
guestion included in the questionnaire:

1- common recommendations related to the relation of the
principal with the assistant:

(a) real cooperation of the principal with the assistant and
granting him ore powers in decision taking and
implementation of daily work.

(b) Prior agreement between the principal and assistant
principal to define the duties of each one of them to
avoid overlap of tasks.

(c) Explaining the duties of the assistant by the principal.

(d) Developing the cooperation spirit between them.

(e) Keenness of the assistant to learn from the experience
of the school principal.

2- common recommendations related to elevation of the
efficiency of the assistant principal:

(a) Facilitating the participation of the assistant principal in
many training courses related to his job and
concentrating on specialized courses including those
on information technology.

(b) Enrolling those selected for the job in intensive course
on school administration and to join the Diploma
programme following the appointment.

(c) Concentrating on the practical side in the training
progarmmes and courses.

(d)Follow up and evaluation of the outcome of the
courses which the assistant principal has joined.

(e) Organizing regular monthly meetings by the education
directorate to discuss difficulties and finding solutions.




(f) Follow up and supervision of the work of the assistant
principal by the relevant supervisors at the Ministry.

(g) Strengthening the communication between the
assistant principals in cooperating schools by holding
periodical meetings and visits to exchange expertise.

(h) Self development by continuous learning to obtain
higher certificates.

(i) Facilitating his/her participation in ministerial meetings
held for school administrations.

3- common recommendations on the selection criteria for
the position of assistant principal:

(a) Careful and ideal selection.

(b) Appointing those who have long service periods such
as 12-15 years.

(c) Appointing those who have administrative experience
as a senior teacher or as a coordinator.

4- common recommendations on the duties of the
assistant principal:

(a) Defining the responsibilities and tasks of the assistant
principal.

(b) Increase the number of assisting administrative staff to
reduce the routine tasks of the assistant principal.

(c) Providing required facilities to enable the assistant
principal to fulfill his/her duties.

5- common recommendations on working with the
teachers and staff:

(a) Forming effective and positive relations with academic
staff.
(b) Knowing the needs of the teachers.

6- common recommendations on encouraging the
assistant principals:

(a) Rewarding the assistant principal flnanCIaIIy and morally by the
officials at the Ministry.
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10.

ORAGANIZATIONAL LOCATION : List all organizational elements from
the Ministry down to the unit in which the position is located.

. POSITION TITLE : Insert the official CSB title. Propased title shouid be

indicated n the transmittal tetier tor the position descrigtion,

. For CSB use only.

ORG, & MANPOWER CODE ; Indicate appropriate coda.

PURPOSE OF THE POSITION : Briefly stale the prirnary reason lor the
establishymeont of the position and how it fits the organization’s generat
functicns.

MAJOR DUTIES AND RESPONSIBILITIES : Describs the main tasks
snd responsibilities of the position elther in order of impanance of by
1the saquence in which they are performed. Indicate percentages of lime
for significantty distinct lasks or responsibilities.

CERTIFICATION : Provide the name and signature of lhe immediate
supervisor or responsible official attesting lo the accuracy of “the
Position Description.

SUPERVISION AND GUIDANCE RECEIVED : Describe the kind of
instruclions provided and the reviews made by the supervisor wilh
respect 1o ihe compleied work. Indicate the nalure of the gukieiines
(Le.. direclives, manuals, etc.) available. (ndicate Istitude of judgement
and linality of actions or decisions. For supefvisory positions, the nature
and extant of ihe sypanvision axercised should be dascribed in Block &,

. QUALIFICATIONS REQUIRED : Describe the minimum gualifications

tequirad to eflectively pertorm the major duiles, i.e. the kind and lave!
of education, licenses, nawre and length of experience; skills and
abilties required.

OTHER SIGNIFICANT FACTS : Daescribe only those elements which
are highly unusual or demanding such as disagresble conditions,
wnusuat physicat or mentat dernands,

NOTE : For detailed guidance please consut the assigned posilion
managemert specialist and/or refer 1o the guide ior preparing Posiion
{ Descriptions.
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