
                               KELSEY SCHOOL DIVISION 

          “We strive to be a respectful and enthusiastic school 
             community, dedicated to quality education for all.” 

 
 

The Board of Trustees invites application 
for the position of 

SUPERINTENDENT / CEO 
for the Kelsey School Division 

Duties will commence July 1, 2024 - or earlier 
 

The Division 
Kelsey School Division, located in The Pas, Manitoba, has an enrollment of 1450 students. The Division 
operates five schools: two early years, one middle years, one senior years, one alternate program school, and 
an Adult Learning Centre that is located on the University College of the North (UCN) The Pas campus.  
 
The Division offers a variety of education programs, delivers French Immersion programming, maintains 
daycare partnership agreements in most schools, operates safe schools and transportation services, provides 
support for challenged students, collaborates with the local UCN campus for high school vocational options, 
encourages collaboration with Opaskwayak Education Services of the adjacent Opaskwayak Cree Nation, and 
supports state-of-the-art information and communication technologies. 
 
The Position 
The Board of Trustees seeks a knowledgeable educational leader with focus on vision and direction, a 
profound regard for students, a passion for education, and a respect for the shared role that all adults, 
particularly parents and communities, play in their education. 
 
The Superintendent/CEO’s role is to provide direction, assistance, advice and support to the school community 
and to ensure advancement of the strategic plan. The Superintendent/CEO is responsible for all functions 
directly related to the education of students including staffing, curriculum, staff professional development, 
special education and evaluation.  As such, the Superintendent/CEO will: 

● Report and be accountable to the Board of Trustees for managing the schools in accordance with 
its policies and strategic plan; 

● Provide leadership in developing and maintaining education programs and services; 
● Bring a sense of pride to the system and the growth of students and staff, while ensuring a high 

quality of programs and services delivered in a cost-effective environment. 
 
The successful candidate will have the following qualifications: 

● Holds or is eligible for certification as a teacher in Manitoba;  
● Holds a Master’s degree in Educational Administration, or a combination of school or system level 

administrative experience, or be willing to pursue a Master’s degree program; 
● A minimum of 10 (combined) years of teaching and administrative experience preferably at various 

grade levels/schools (including dual-track schools) - northern community experience an asset; 
● Demonstrable ability to work effectively with staff (Kelsey Teachers Association, CUPE Local 1596, 

Division Office), parents, community and government agencies; 
● Possess demonstrated administrative skills, including evaluation of professional staff members and 

programs; 

https://www.townofthepas.ca/


● Demonstrated leadership success in a position of administrative responsibility such as a 
principalship or equivalent;  

● Exhibit strong interpersonal, communication facilitation, problem-solving, and community relation 
skills; 

● Displays expertise in effective and efficient planning for and implementation of, personnel, 
financial, and material resources;  

● Is knowledgeable of research and good practice with respect to diverse student populations and 
program adaptations;  

● Knowledge of Manitoba Department of Education and Early Childhood Learning mandates and  
programs - preferably with experience working with/on various provincial committees; 

● Knowledge of current issues in education; 
● Knowledge of current Manitoba curriculum and instructional methodology at all levels; 
● Knowledge of technology and resource-based learning; 
● Effective interpersonal, team building and communication skills. 

 
 
 
Applications - accepted no later than 12:00pm on Friday, March 8, 2024 
Please send a cover letter and resume via: 
Email – superintendentsearch@ksd.mb.ca (.pdf preferred format) 
Mail – Superintendent Search - Confidential, c/o Kelsey School Division, PO Box 4700, The Pas, MB R9A 1R4 
 

 
Further details are available at https://kelseyschooldivision.ca/ - select “Careers” 
 
Employment will be subject to criminal record and child abuse registry checks. Receipt of applications will be confirmed by email, 
but only those selected for follow-up will be contacted. Thank you to all applicants for your interest. 
 
Kelsey School Division acknowledges that individuals may face barriers that hinder their full and equal participation in the workplace 
and is committed to providing reasonable accommodation to all employees and candidates. Accommodation is available on request 
for candidates taking part in all aspects of the selection process. 
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 JOB DESCRIPTION - SUPERINTENDENT     

 
A. Authority 
 

1.  The Superintendent of Schools is the Chief Executive Officer of the school system 
and shall have, under the direction of the Board and under Board policies, general 
supervision and management of all the public schools of the School Division and 
of all the personnel and various personnel departments of the school system. The 
Superintendent is responsible and is accountable to the Board for these matters. 

 
2.  The Superintendent is authorized to act when necessary with discretion in matters 

not covered by Board policy with the understanding that such actions will be 
reported to the Board as soon as practicable thereafter. 

 
3.  The Superintendent delegates to other school personnel the exercise of any 

powers and the discharge of any duties for which the Superintendent is 
responsible.  The delegation of power or duty, however, shall not relieve the 
Superintendent of responsibility for the action taken under such delegation. 

 
4.  As the Chief Executive Officer, the Superintendent shall be responsible for the 

direction and supervision of all other members of the senior administration team 
and shall delegate authority and responsibility, as is appropriate, for each board-
authorized senior administrative position. 

 
5.  The Superintendent directly supervises: 

a)  the Secretary Treasurer 
b) the Administrative Assistant to the Superintendent 
c)  the clinicians (Speech/Language Pathologist, School Psychologist) 
d)  the Principals 
e) the Technical Support Analyst. 

 
B. Role and Responsibilities 

 

The following elements identify the role and responsibilities of the Superintendent of 
Schools: 
1. Values and Vision [Planning] 

It is the responsibility of the Superintendent to: 
a)  assist in establishing and then to maintain a focus on the shared vision of 

education for the school division 
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b)  work with and engage the board in understanding its responsibilities 

including its vision, its policies in relation to learning, resources 
management, and policy development 

c)  understand and model appropriate values, showing ethical behaviour, and 
exercising moral and professional leadership 

d)  provide direction for the division’s strategic planning initiatives, including 
the involvement of relevant constituents in the process 

e)  provide information and recommendations to the board to facilitate 
decision-making. 

 
2. Governance and Policies [Leading, Evaluating] 

 
Within a policy framework that is lawful, respectful of individuals, and 
understanding to the community at large, it is the responsibility of the 
Superintendent to: 
a)  provide leadership for the effective development and implementation of 

curriculum, and all aspects of teaching and learning 
b)  interpret policies, mandates and requirements in ways that maintain the 

congruence between vision and practice 
c)  focus on the learning and education of all students in the school division, 

including systems to demonstrate achievement 
d)  monitor the development, application and revision of divisional policies and 

procedures to ensure relevance and congruency with divisional values, 
legislated obligations, and the mandates of the division 

e)  provide leadership to promote the welfare and inclusion of division students 
within the diverse and multicultural context of a public education system 
and its communities 

f)  enforce privacy legislation and policy. 
 

 
3. Professional Practices [Organizing] 

 
To enhance communication and community relations, and foster effective 
organizational management, planning, teaching and learning, it is the responsibility 
of the Superintendent to: 
a)  establish a framework for teaching and learning for all school division 

students, an appropriate system of assessment to monitor student 
performance, and to ensure the provision of education is meeting the needs 
of all students 

b)  establish an infrastructure to involve school community members in skilful 
participation in the work of divisional leadership 

c)  ensure collaboration among the division’s educational partners (e.g. 
government departments, community agencies, provincial organizations, 
post-secondary institutions, etc.) 
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d)  administer and supervise the educational, financial, personnel, building 

and maintenance, transportation, and the research and planning functions 
of the division 

e)  supervise the deployment and management of the division’s resources - 
human, material and financial - in accordance with divisional goals, policies 
and direction 

f)  develop effective communication strategies and relationships with the 
various community members 

g)  organize and institute a board orientation session after every election and 
organize an annual board/senior administration planning session 

h) coordinate duties relating to student services. 
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SCHOOL DIVISION SUPERINTENDENT 
 
 
1. The Superintendent is the Chief Executive Officer of the school system and shall have, 

under the direction of the Board, general supervision of all the public schools of the 
School Division and of all the personnel and various personnel departments of the 
school system. The Superintendent is responsible, under Board policies, for the general 
supervision and management over all schools, employees, property and services and is 
accountable to the Board for these matters. 

 
2. The Superintendent is authorized to act when necessary in matters not covered by 

Board policy with the understanding that such actions will be reported to the Board as 
soon as practicable thereafter. 

 
3. The Superintendent delegates to other school personnel the exercise of any powers and 

the discharge of any duties for which they are responsible.  The delegation of power or 
duty, however, shall not relieve the Superintendent of responsibility for the action taken 
under such delegation. 
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ADMINISTRATIVE ORGANIZATION PLAN 
 
 
In order to promote maximum organizational effectiveness, the organizational plan for 
Kelsey School Division will reflect the following principles: 
 
1. The duties, responsibilities, authority and relationships of all positions will be 

clearly defined, so as to be understood by all concerned. 
 
2. Responsibility for routine decision-making will be delegated to the lowest 

possible level. 
 
3. Responsibility will be accompanied by commensurate authority. 
 
4. No one will receive direction from more than one source. 
 
5. Solid lines on the approved organizational chart will indicate 

supervisory/evaluation lines.  
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LINE AND STAFF RELATIONS 
 
 
A. The following principles will clarify lines of authority and relationships within the School 

Division: 
 
1. The Board will make policy statements to set forth the purpose and general terms in 

which the organization and programs of the school system will operate. 
 
2. The Superintendent will apply or translate policy into action through the development, in 

cooperation with the school principals and central office staff, of specific processes to be 
conducted. 

 
3. The principals will implement the instructional programs and action plans communicated 

by the Superintendent. 
 
4. The classroom teacher, as the person closest to the student, has the responsibility for 

encouraging and promoting a supportive learning environment in the classroom within 
which the established philosophy of education may be successfully carried out. 

 
5. The support staff will complete the infrastructure by providing service for classroom, 

school, and School Division operations. 
 
6. Communication, both vertical and horizontal, shall be encouraged in order to ensure  
            continuous understanding at every level of the School Division operation. Each  
            employee must direct attitude and efforts toward this end.  
 

B. Input that enhances the efficiency and effectiveness of the School Division organization 
for the benefit of the students of the School Division will be welcomed. Adherence to 
proper channels when providing that input, making requests, registering complaints, etc., 
facilitates the work of all concerned and makes for better staff relationships. 
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     LEADERSHIP COMMITTEE 
 
 

Under the direction of the Superintendent, a Leadership Committee for purposes of 
discussion of topics of mutual interest to the schools and education in general shall be 
utilized.  
 
Membership will include: 

A. Secretary Treasurer 
B. Principals 
C. Assistant Principals 
D. Director of Maintenance and Transportation 
E.   Other personnel as determined by the Superintendent. 

 
These meetings also provide a means of communication, through the Superintendent, 
between Board and the schools. 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


