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Leading the Way: The Role of School Principals and Administrators 
Have you ever wondered who oversees the day-to-day 
operations of a school and ensures that everything runs 
smoothly? School Principals and Administrators are the 
guiding forces behind educational institutions, responsible for 
managing schools, supporting teachers, and creating a 
positive learning environment. In this reading passage, we'll 
delve into the world of School Principals and Administrators, 
exploring their roles, the education and skills required, and 
what a typical workday entails. 

What is a School Principal or Administrator? 

School Principals and Administrators are educational leaders who manage the 
overall operations of schools. They work closely with teachers, students, and 
parents to create a safe and productive learning environment. While School 
Principals are often in charge of individual schools, Administrators may oversee 
multiple schools or specific aspects of school operations, such as curriculum 
development or student services. 

Education and Skills Required 

To become a School Principal or Administrator, one must acquire specific 
education and develop essential skills: 

Education 

• Bachelor's Degree: Typically, individuals start by earning a bachelor's 
degree in education or a related field. 

• Teaching Experience: Many School Principals and Administrators have prior 
teaching experience, often serving as classroom teachers before moving 
into leadership roles. 

• Master's Degree: Most educational leadership positions require a master's 
degree in educational leadership or administration. Some may pursue 
doctoral degrees for advanced positions. 

Skills 

• Leadership Skills: School leaders must provide guidance and direction to 
teachers and staff. 

• Communication Skills: Effective communication is crucial for interacting 
with students, parents, and teachers. 



Name __________________________________ 

© ReadingDuck.com 

• Problem-Solving: School leaders often encounter challenges and must find 
solutions. 

• Organization: Managing schedules, budgets, and school resources requires 
strong organizational skills. 

• Decision-Making: Principals and Administrators make important decisions 
about school policies and programs. 

A Typical Workday 

The life of a School Principal or Administrator is 
multifaceted, with each day presenting new 
tasks and challenges. Here's a glimpse into what 
a typical workday might involve: 

Morning 

• Begin the day by reviewing emails and 
addressing any urgent matters. 

• Meet with teachers and staff to discuss 
school operations, upcoming events, and 
student concerns. 

• Observe classroom instruction to provide 
feedback and support to teachers. 

Afternoon 

• Attend meetings with parents to address their concerns or discuss students' 
progress. 

• Review and update school policies and procedures. 
• Collaborate with teachers to plan curriculum enhancements and 

professional development. 

Evening 

• Attend school board meetings to report on school performance and 
budget matters. 

• Review and approve the school budget, allocating funds to various 
programs and resources. 

• Reflect on the day's activities and plan for the next day. 

 

 


