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Abstract: This study explores the administrative functions of public secondary school heads in Buenavista Agusan del Norte, aiming 

to inform the development of an enhanced training program. Key administrative responsibilities are examined, such as strategic 

direction, curriculum development, staff management, and emergency response planning. The research focuses on assessing the 

extent of these functions and determining whether differences exist based on the profiles of school heads and teachers. The study 

employs a descriptive research method, utilizing questionnaires and statistical analyses such as percentages, ranking, and weighted 

mean. ANOVA, or analysis of variance, is used to determine significant differences in administrative functions according to the 

profiles of school heads and teachers. The Department of Education's role in recognizing and addressing the training needs of school 

principals is emphasized, highlighting the importance of effective leadership in the context of School-Based Management. The 

research aims to contribute insights for an action plan, specifically an enhanced training program, to address the identified needs 

and challenges. 
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INTRODUCTION 

Today, education has never been more important. The time is now to place leaders into schools districts that are passionate 

about children and the education they receive. School administrators embrace the extremely important role of ensuring the system 

is operating effectively and efficiently. Those placed in administration roles, such as a principal, dean, or head master; demonstrate 

a high level of excellent in every realm within education. Common roles of administrators are to ensure all schools, teachers, 

counsellors, are collaborating towards a common goal while improving standards and opportunities. Together, with proper 

leadership, school systems can meet goals set forth by school boards and foster students that are highly educated and prepared for 

their future. 

 Functions of the principal in elementary, middle or high school are similar, whether the setting is public or private. The role 

of a principal is to provide strategic direction in the school system. Principals develop standardized curricula, assess teaching 

methods, monitor student achievement, encourage parent involvement, revise policies and procedures, administer the budget, hire 

and evaluate staff and oversee facilities. Other important duties entail developing safety protocols and emergency response 

procedures. Work often includes attending school functions after hours, such as basketball games, concerts, plays, parent conferences 

and school board meetings. Having a visible presence shows interest and dedication to students. Often problems arise which need 

immediate attention, such as a student disciplinary issue or a call from a worried parent whose child is struggling in the classroom. 

Legislative emphasis on measurable student outcomes requires principals to collaborate with teachers to set and achieve high-

performance goals. Principals must always be ready to answer questions from the public about how the school is rectifying any 

achievement gaps between diverse groups of students and performance overall. 

 These new challenges require school principals to take on new leadership skills in quality development and quality 

assurance. They also highlight the need for more focused and systematic school leadership training and development programs to 

enhance the quality of school leadership they already possess. The government through the Department of Education should take 

into account the training needs of the school principals in the context of School-Based Management down to its minute details to 

fully capacitate them towards the full implementation of the program as it captures the whole educational system. 

In Administrative Management Theory by Henry Fayol identified five key functional areas which include; controlling, 

coordinating, planning, organising and directing. Planning refers to the selection and sequential ordering of tasks to be performed 

aimed at achieving the goal of the organisation; organising refers to putting the resources of the organisation into gainful use; 

directing is the process of leading and motivating employees so as to influence their behaviour to achieve the goals of the organization 

while controlling involves measuring the performance of the organization, comparing it with the set standards, identifying the 

deviations from the proposed plans and taking the necessary corrective actions to ensure that events conform to the plans. This theory 

attempts to come up with fundamental rules and principles to serve as guidelines for managers.  

 Having accounted all these, this study aims to assess and evaluate the extent of administrative functions of public school 

heads of secondary schools in Buenavista District located in the Division of Agusan del Norte as a basis for creating an enhanced 

training program. 

Research Questions 
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The study aims to assess and evaluate the extent of the administrative functions of school heads in the secondary schools 

found in Buenavista Agusan del Norte as a basis for creating an enhanced training program for school heads. 

Specifically, it answers the following questions: 

1. What is the profile of the respondents as school head in terms of; 

1.1 age,  

1.2 gender,  

1.3 civil status,  

1.4 highest educational attainment,  

1.5 years in service,  

1.6 rank/position, and  

1.7 trainings and seminars attended? 

2. What is the profile of the respondents as teachers in terms of: 

            2.1 age,  

            2.2 gender,  

            2.3 civil status,  

            2.4 highest educational attainment,  

            2.5 years in service,  

            2.6 rank/position, and  

             2.7 trainings and seminars attended?  

3. What is the extent of administrative functions of school head in the secondary school of Buenavista as assessed by both school 

heads and teachers as regards the:  

                     3.1 student personnel administration/supervision of instruction,  

                     3.2 staff personnel administration,  

                     3.3 school-community relation,  

                     3.4 management of school finances/business administration,  

                     3.5 management of school physical facilities, and  

                     3.6 general tasks?  

4. Is there a significant difference on the administrative functions of school heads when  both school head-respondents are grouped 

according to their profile?  

5. Is there a significant difference on the administrative functions of school heads when teacher-respondents are grouped according 

to their profile? 

6. What action plan could be crafted as an enhanced training program for school  

    heads? 

Hypotheses of the Study 

1. There is no significant difference on the administrative functions of school heads when  both school head-respondents are 

grouped according to their profile. 

2. There is no significant difference on the administrative functions of school heads when teacher-respondents are grouped 

according to their profile. 

 

LITERATURE REVIEW 
The school principal is the highest-ranking administrator in an elementary, middle, or high school. Principals typically 

report directly to the school superintendent, but may report to the superintendent's designee, usually an associate superintendent, in 

larger school districts. The highest-ranking school level administrator in some private schools is called the master teachers. Master 

teachers have many of the same responsibilities as principals, but they may engage in additional activities such as fund-raising. In 

some school districts, a single person functions as superintendent and principal. Principals, master teachers, and others who are 

responsible for the overall operation of a school are often called school leaders. In an era of shared decision-making and site-based 

management, the term school leader may also be used in reference to other school administrators and leaders within the school such 

as assistant principals, lead teachers, and others who participate in school leadership activities.  

Schools have not always had principals. Around the beginning of the twentieth century, as schools grew from one-room 

schoolhouses into schools with multiple grades and classrooms, the need arose for someone to manage these more complex 

organizations. This need was filled initially by teachers, who continued to teach while also dealing with their school's management 

needs. These teachers were called principal teachers. As schools continued to grow, principal teachers became full-time 

administrators in most schools. Most principals soon stopped teaching because of the many demands their management 

responsibilities placed on their time. As managers, principals were responsible for financial operations, building maintenance, 

student scheduling, personnel, public relations, school policy regarding discipline, coordination of the instructional program, and 

other overall school matters. The management role included some curriculum and instruction supervision, but overall school 

management was the primary role principals played until the early 1980s. As the accountability movement gained momentum, the 
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role of the principal changed from school manager to school instructional leader and then to the school reform leader. With this shift 

in role focus, principals retained their management roles. Principals currently play multiple roles: school manager, instructional 

leader, and the leader of school reform. 

Principals are responsible for the overall operation of their schools. Some of their duties and responsibilities are delineated 

in state statutes. States and school districts have also set expectations for principals through their principal evaluation criteria and 

procedures. During the latter part of the twentieth century, as schools began to be held more accountable for the performance of their 

students on national and state assessments, the duties and responsibilities of principals changed. Principals became more responsible 

for teaching and learning in their schools. In particular, their duty to monitor instruction increased along with their responsibility to 

help teachers improve their teaching. With this change in responsibilities, principals discovered the need to more effectively evaluate 

instruction and assist teachers as they worked to improve their instructional techniques. The principal's duty to improve the school 

instructional program is mandated by legislation in some states. Some state legislation requires the removal of principals when 

schools are classified as low performing (students do not meet achievement expectations) for a specified period of time. 

Effective school principals care deeply about student success and recognize that test scores are not the only measure of a 

quality education. By immersing themselves in all aspects of the school system, principals monitor daily activities, as well as 

emerging issues. No day is the same because of the varied responsibilities of the job. If you are a visionary leader with effective 

communication skills and a desire to provide diverse students with an exceptional education, you may have what it takes to 

confidently serve in the role of a school principal. Effective school principals care deeply about student success and recognize that 

test scores are not the only measure of a quality education. By immersing themselves in all aspects of the school system, principals 

monitor daily activities, as well as emerging issues. No day is the same because of the varied responsibilities of the job. If you are a 

visionary leader with effective communication skills and a desire to provide diverse students with an exceptional education, you may 

have what it takes to confidently serve in the role of a school principal.  

Principals develop standardized curricula, assess teaching methods, monitor student achievement, encourage parent 

involvement, revise policies and procedures, administer the budget, hire and evaluate staff and oversee facilities. Other important 

duties entail developing safety protocols and emergency response procedures. Work often includes attending school functions after 

hours, such as basketball games, concerts, plays, parent conferences and school board meetings. Having a visible presence shows 

interest and dedication to students. Often problems arise which need immediate attention, such as a student disciplinary issue or a 

call from a worried parent whose child is struggling in the classroom. 

Legislative emphasis on measurable student outcomes requires principals to collaborate with teachers to set and achieve 

high-performance goals. Principals must always be ready to answer questions from the public about how the school is rectifying any 

achievement gaps between diverse groups of students and performance overall.If you already have classroom teaching experience, 

you will have a jump-start on this career. Prior teaching experience, along with a Master of Science degree, is typically preferred or 

needed for hire. First, you must obtain a bachelor’s degree, preferably in education. Many aspiring principals spend a few years 

teaching to better understand student needs and teacher concerns. Although state licensing requirements vary, you will need a 

master’s degree in education administration for a school administrator license. Principals work in elementary, middle or high schools 

in the private or public sector. Most principal jobs are in the public schools. They typically work long hours and attend many events 

and meetings outside the normal school day. Principals find it rewarding to work with children and families, but the job can also be 

stressful. Principals are under intense pressure to meet achievement standards, solve budget shortfalls, prevent bullying, continually 

update technology and hire qualified teachers. 

According to the U.S. Bureau of Labor Statistics, the median pay for a principal in 2016 with a master’s degree and at least 

five years of experience is $92,510 per year. That means half of all principals earned more than that amount, and the other half 

earned less. Principals in Connecticut earned the highest median salary of $127,110. After working in the field for a while, some 

principals get more education, such as a doctorate, and become a school superintendent, overseeing the operations of an entire school 

district. Demand for principals is expected to increase by 8 per cent between 2016 and 2026. That is about the same percentage 

increase as all other jobs. Several factors influence the number of expected principal openings, such as projected enrolment, available 

funding for new schools and the retirement of principals in the baby boomer demographic. 

Today, education has never been more important. The time is now to place leaders into schools districts that are passionate 

about children and the education they receive. School administrators embrace the extremely important role of ensuring the system 

is operating effectively and efficiently. Those placed in administration roles, such as a principal, dean, or head master; demonstrate 

a high level of excellent in every realm within education. Common roles of administrators are to ensure all schools, teachers, 

counsellors, are collaborating towards a common goal while improving standards and opportunities. Together, with proper 

leadership, school systems can meet goals set forth by school boards and foster students that are highly educated and prepared for 

their futures. 

Administration has exciting leadership opportunities, which often play large roles in forming curriculums, goals, budgets, 

timelines, state regulations, mandated testing, as well as performance measures to ensure all educators are able to meet personal and 

professional goals. Together, administrators and faculty will carve a path to success for all.  

Successful administrators form distinguished teams to support the goals and aspirations of students. With the assistance of 

vice principals, goals can be further achieved with greater outcome and acceptance. Administrators often learn techniques to relate 
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to children of all ages, of all backgrounds. Having the capability to relate to children is not only essential to administrators, but also 

vital to the overall success of school districts and standardized testing. School districts must regulate per guidelines set forth at local, 

state and federal levels. Administrators must remain active in continuing education programs, often returning to leadership programs 

such as a doctoral degree. A master’s degree is generally earned prior to entering an administrators role but this depends greatly on 

the school district and demand for administrators. Administrators are leaders who take pride in their strategic planning, tremendous 

support in every sector, respect for the education system, including faculty, students, parents, and school board members. Often 

admin professionals are managing multiple situations at once and unlike teachers, work year round. Duties of an administrator are 

commonly budgets and proper allocation of funds to produce outstanding scholars to reach their highest potential. 

Synthesis of the Study 
 In conclusion, the importance, duties and responsibilities, leadership, and administrative functions of school heads or the 

principals and how it influenced and impacted the stakeholders and the entire school environment had been expound in the different 

trends, issues, blogs, and news articles published here and abroad. 

 On the other hand, the assessment of data regarding qualities and training of effective school leaders, analysis of the roles 

of the head of schools in the achievement of student’s academic performance in community secondary schools in Mbeya Urban, 

investigation of the principals’ administrative and supervisory roles for teachers’ job effectiveness in secondary schools in Rivers 

State, the level of managerial performance of school heads, their strengths and weaknesses in the different areas of school 

management as perceived by school head themselves, their teachers, and senior students, and the concept of teacher leadership still 

struggles to thrive in school organizations and highlighted two phenomena that make it a challenge for teacher leadership to blossom: 

one is the traditional ‘principal-oriented’ nature of leadership that is heavily entrenched to its system and second, the lack of 

leadership training and the teacher classification that they follow had discussed in the previous varied related studies published in 

other countries and found in local setting. 

   There have been varied previous studies on the aspect of administrative functions of principals and its impact on the entire 

school environment. However, this study will further be a great help in understanding and gaining knowledge on the extent of 

administrative functions of school heads in the secondary schools found in Buenavista located in the province of Agusan del Norte 

as a basis for creating an enhanced training program for school heads. 

 

RESEARCH METHODOLOGY 

 This chapter presented the research method employed, research locale, the respondents of the study, sample and sampling 

technique, data gathering instrument, data gathering procedure, statistical treatment of data. 

Research Design 

 The descriptive method of research was employed in this study. Descriptive design method focuses at the present condition 

the purpose of which is to find new truth and used to describe characteristics of a population or phenomenon being studied. It does 

not answer questions about how/when/why the characteristics occurred, rather it addresses the "what" question. With this, the study 

focused on the assessment and evaluation on the extent of administrative functions of school heads in the secondary schools of 

Buenavista Agusan del norte as perceived by the school heads and their teachers.  

Research Locale 

 The study conducted on secondary schools located in Buenavista in the province of Agusan del Norte. Buenavista is a 

municipality located in the province of Agusan del Norte in the Philippines. It is situated on the island of Mindanao, which is the 

southernmost and second-largest island in the Philippines. Agusan del Norte is part of the Caraga Region, which is in the northeastern 

part of Mindanao. 

Buenavista, like many municipalities in the Philippines, is characterized by its natural beauty, with lush forests, rivers, and 

diverse wildlife. The municipality's economy is typically based on agriculture, with products such as rice, coconut, and other crops 

being significant contributors to the local economy. 

Respondents of the Study 

 The respondents involved in the study are the school heads or principals and teachers of secondary schools found in 

Buenavista in the province of Agusan del Norte. Demographic profile given by the respondents such as age, gender, civil status, 

highest educational attainment, years in service, rank/position, and trainings and seminars attended shall be the basis of this study to 

determine. 

Sample and Sampling Techniques 

The sampling technique used in the study is Purposive Sampling Technique. It is a non-probability sample that is selected 

based on characteristics of a population and the objective of the study and also known as judgmental, selective, or subjective 

sampling. An example of purposive sampling technique is called homogeneous purposive sample that is selected for having a shared 

characteristic or character set because the respondents are school heads and teachers and their perspective on the extent of 

administrative functions of school heads.  

Data Gathering Instruments 
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In order to provide better knowledge and understanding of the study, different instruments were used as requirement in 

designing of good data collections and these are follows:  

Survey Questionnaire 

 This is the main tool that the researcher used in gathering the needed data on the study. To make a reliable needed data, the 

researcher creates and administers a researcher-constructed questionnaire to the respective respondents. The questions item will be 

constructed based on searching and reading related reading materials and concepts from different resources. The respondents were 

allowed sufficient time to complete answering the questionnaire. This questionnaire was formulated based from several readings, 

references, related literature and some questionnaire adapted from different authors. 

Data Gathering Procedures 

 First, the researcher personally asked for authorization, with a letter containing the purpose of the study, from the principal 

of the District of Buenavista. After everything is set, the researcher began distributing the questionnaires. It took the researcher a 

month to retrieve the questionnaires. After retrieval of the questionnaires, the responses were tallied, analysed and interpreted using 

the following scales. 

RESULTS 

This chapter presented, analysed, and interpreted the data gathered from the study. 

Profile of the School Heads-Respondents 

Table 1 presents the distribution of respondents according to age. The biggest proportion with 30.8 per cent of the 

respondents aged 46-50 years old. 

Table 1 

Respondents According to Age 

 Frequency Per cent Cumulative  

Per cent 

 

21-30 years old 1 1.9 2.0 

31-35 years old 8 15.4 17.6 

36-40 years old 9 17.3 35.3 

41-45 years old 9 17.3 52.9 

46-50 years old 16 30.8 84.3 

51-55 years old 4 7.7 92.2 

56-60 years old 4 7.7 100.0 

Total 51 98.1  

    

 

The related study shows that out of total 100 principals, 04 principals were in between 21 to 30 years of age, of these 

02(50%) were having eclectic leadership style, 01 (25%) were having democratic style, and 1 (25%) were having free-rein leadership 

style. Out of total 100 principals, 10 principals were in between 31-40 years of age, of these 01(10%) had eclectic leadership style, 

05 (50%) had democratic styles, 02 (20%) had autocratic style, and 02 (20%) had free-rein leadership styles. Out of total 100 

principals, 44 were 41-50 years of age, of these 08 (18.18%) were identified as having eclectic leadership styles, 22 (50%) as having 

democratic leadership styles, 09 (20.45%) as having autocratic leadership style, and 05 (11.36%) leaders as having free-rein styles. 

Out of total 100 principals, 42 leaders were 51-60 years of age, 14 (33.33%) were having eclectic leadership style, 20 (47.61%) were 

having democratic styles, 06 (14.28%) were having autocratic leadership styles, and 02 (04.76%) having free-rein leadership styles. 

Table 2 

Respondents According to Gender 

 Frequency Valid Per cent Cumulative 

 Per cent 

 

Female 33 64.7 64.7 

Male 18 35.3 100.0 

Total 51 100.0  

    

 

Table 2 presents the distribution of respondents according to gender. 64.7 per cent of the respondents were female. The rest 

with 35.6 per cent were males. The female outnumbered the male teachers. 
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The related study shows the analysis of the data suggested an additional difference in instructional leadership between male 

and female principals: male participants perceived good relationships with teachers and instructional leadership as not related to 

each other, and even as incompatible (48%; n = 11). Some female principals believed that the two do go hand in hand (39%; n = 14). 

Table 3 

Respondents According to Civil Status 

 Frequency Valid Percent Cumulative  

Per cent 

 

Single 10 19.6 19.6 

Married 38 74.5 94.1 

Separated 3 5.9 100.0 

Total 51 100.0  

    

 

Table 3 presents the distribution of respondents according to civil status. 74. 5 percent of the respondents were Married. 

Others were Single or 19.6 percent and Separated or 5.9 per cent. 

The related study examined the support systems of private school principals, comparing male and female and married and 

unmarried principals. Specifically, who provided support and the amount and type of support provided were examined. Specific 

characteristics of spouses who provide support were also explored. Drawing on surveys of over 100 principals from one south eastern 

state, the study found some significant differences and interesting similarities in the type and amount of support provided to male 

and female and married and unmarried principals. The findings differed from some of the literature on female principals in terms of 

the areas of similarity between males and females. Other findings generally supported the literature on support systems. 

Table 4 

Respondents According to Highest Educational Attainment 

 Frequency Percent Cumulative 

 Percent 

 

with MA/MS units 15 28.8 29.4 

Master's Degree holder 19 36.5 66.7 

with Doctoral units 9 17.3 84.3 

Ph.D./Ed.D. Degree 8 15.4 100.0 

Total 51 98.1  

    

 

Table 4 presents the distribution of respondents according to highest educational attainment. Majority with 36.5 percent of 

the respondent are Master’s degree holder. Others had earned units in MA/MS with 28.8 percent, earned units in Ph.D/Ed.D with 

17.3 percent, and Ph.D./Ed.D. degree holder with 15.4 per cent. 

The related study shows that out of a total of 100 principals, eight principal was PhD and identified as having democratic 

style. Two principals were M.Phil, one having democratic style and the other free-rein style. Among the 112 possessing master 

degrees, 20 % were having eclectic style, 35% were democratic style, 13% having autocratic style, 7% having free-rein style and 

15% having no style. Seven principals possessed B.Ed degree and out of these five were having democratic style, two were having 

autocratic style. There was only one principal with F.A/ F.Sc qualification having eclectic style. 

Table 5 

Respondents According to Years of Service 

 Frequency Percent Cumulative  

Percent 

 

6-10 years 1 1.9 2.0 

11-15 years 17 32.7 35.3 

16-20 years 13 25.0 60.8 

21-25 years 16 30.8 92.2 

26 years and above 4 7.7 100.0 

Total 51 98.1  
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 Table 5 presents the distribution of respondents according to the years in service. Majority or 32.7 percent of the respondents 

had 11-15 years in service. Others had 21-25 years or 30.8 percent, 16-20 years or 25.0 percent, 26 years and above or 7.7 percent, 

and 6-10 years or 1.9 percent. 

The related study shows that out of total 96 principals, 48 (50%) had experience of 4 years or less, of these 13 (27.08 %) 

had eclectic, 27 (56.25 %) democratic style, 05 (10.41%) autocratic and, 03 (06.25%) free-rein leadership style. Out of total 96 

principals, 27(100%) had experience between 5 to 10 years, of these 04 (14.81%) were having eclectic, 12 (44.44%) democratic, 09 

(33.33%) autocratic and, 02 (07.40%) were having free-rein leadership style. Out of the total 96 principals, 21(100%) had experience 

of 11 years or above, of these 06 (28.57%) were identified as having eclectic style, 09 (42.85%) as having democratic style, 02 

(09.52%) were having autocratic leadership style and 04 (19.04%) were having free-rein leadership style. 

Table 6 

Respondents According to Rank/Position 

 Frequency Valid Percent Cumulative  

Percent 

 

Principal I 24 47.1 47.16 

Principal II 8 15.9 63.0 

Principal III 16 31.4 94.4 

Principal IV 1 1.9 96.3 

OIC 2 3.9 100.0 

Total 51 100.0  

    

 

Table 6 presents the distribution of respondents according to Rank/Position. Majority or 47.1 per cent of the respondents 

were Principal I. Others were Principal III with 31.4 per cent, Principal II with15.9 per cent, Officer-In-Charge with 3.9 per cent, 

and Principal IV with 1.9 per cent. 

Based on related study, principals – and the people who hire and replace them – need to be aware that school improvement 

does not happen overnight. A rule of thumb is that a principal should be in place about five to seven years in order to have a beneficial 

impact on a school. In fact, the average length of a principal’s stay in 80 schools studied by the Minnesota-Toronto researchers was 

3.6 years. They further found that higher turnover was associated with lower student performance on reading and math achievement 

tests, apparently because turnover takes a toll on the overall climate of the school.42 “It is far from a trivial problem,” the researchers 

say. “Schools experiencing exceptionally rapid principal turnover, for example, are often reported to suffer from lack of shared 

purpose, cynicism among staff about principal commitment, and an inability to maintain a school-improvement focus long enough 

to actually accomplish any meaningful change.” 

Table 7 presents the distribution of respondents according to trainings and seminars attended. 54.9 per cent of the 

respondents were attended Leadership Training. Others were Management Training or 29.4 per cent, and School-Based Management 

Workshop or 15.7 per cent. 

Table 7 

Respondents According to Trainings and Seminars Attended 

 Frequency Valid Percent Cumulative  

Percent 

 

Leadership Training 28 54.9 54.9 

Management Training 15 29.4 84.3 

SBM Workshop 8 15.7 100.0 

Total 51 100.0  

    

 

The related study indicated that few principals participated in a formal mentoring program and those who did receive a 

marginal amount of assistance on the critical factors identified by the SREB. The results also showed that, overall, the respondents 

indicated that they received more adequate leadership training during their principal preparation programs on the SREB’s factors in 

their classroom experience than they did through their hands-on experience; although, respondents did not give particularly high 

marks to either experience. Furthermore, respondents who belong to a cohort scored their training higher than those who did not 

belong to a cohort, and those who received a degree higher than a master’s degree reported a higher level of training than did their 

peers with only master’s degrees on some of the SREB’s critical success factors. 
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Extent of Administrative Functions of School Head 

Table 8 reflects the extent of administrative functions of school head in the District of Buenavista as assessed by the school 

heads as to student personnel administration/supervision of instruction. The item “gathers necessary data pertaining to students’ 

performance (test, achievement test, reading ability, level in Math, etc.)” ranked first with a mean of 4.17. The item “provides 

programs/interventions for students who are at risk of failing/dropping” lowest rating with the mean of 3.92. The average weighted 

mean is 4.03. This means that the result is “High Extent.” 

Table 8 

Administrative Functions in terms of Student Personnel  

Administration/Supervision of Instruction 

 Mean Std. 

Deviati

on 

Std. 

Error 

Mean 

Descriptive 

Interpretation 

1. gathers necessary data pertaining to students’ 

performance (test, achievement test, reading 

ability,     level in Math, etc.) 

4.1765 .65440 .09163 High Extent 

2. provides programs/interventions for students 

who are     at risk of failing/dropping 

3.9216 .62748 .08786 High Extent 

3. reminds teachers of the importance of 

utilizing varied     strategies in teaching. 

4.0784 .74413 .10420 High Extent 

4. sets goals and objectives for an increase in 

students’     performance. 

3.9608 .74728 .10464 High Extent 

5. supervises teachers’ performance in class. 4.0000 .80000 .11202 High Extent 

MEAN: 4.03  High Extent 

      

 In studies of effective schools with high numbers of minority and low socioeconomic status students, characteristics 

commonly used to describe students at risk, specific leadership behaviours have been found. These actions can be classified into 

three realms of interactions: between the principal and teachers; between the principal and the community, students, and parents; 

and between the principal and the central office. An examination of these complex and complicated occurrences reveals that these 

areas are rarely discrete, overlap in some aspects, and intersect in others. However, each will be examined separately in Issues about 

Change. The focus of this particular issue is the interactions between the principal and teachers.   

Table 9 reflects the extent of administrative functions of school head in the District of Buenavista as assessed by the school 

heads as to staff personnel administration. The item “maintains high regard to everyone in the workplace” ranked first with a mean 

of 4.05. The item “reprimands staff who are not able to accomplish their task on time” lowest rating with the mean of 3.60. The 

average weighted mean is 3.78. This means that the result is “High Extent.” 

 

Table 9 

Administrative Functions in terms of Staff Personnel Administration 

 Mean Std. 

Deviation 

Std. 

Error 

Mean 

Descriptive 

Interpretation 

1.courteously remind staff of their 

responsibilities and     obligations in 

school 

3.9020 .87761 .12289 High Extent 

2. reprimands staff who are not able to 

accomplish their     task on time. 

3.6078 .91823 .12858 High Extent 

3. coordinate all information needed to 

the staff. 

3.9216 .82081 .11494 High Extent 

4. collaborate with everyone in the 

school. 

3.8824 .86364 .12093 High Extent 

5. maintains high regard to everyone in 

the workplace. 

4.0588 .61357 .08592 High Extent 
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MEAN 3.78  High Extent 

 

In related study, the principal shall work under the supervision of the Superintendent of Schools and within the provisions 

of the Public Schools Act, the Department of Education and Training regulations, and Board Policy. The duties of the School 

Principal are all encompassing as all aspects of the schools operations are either directly or indirectly under his/her jurisdiction. In 

general terms of the Principal shall be responsible for: (a) the detailed organization of the school; (b) the development of the 

instructional program; (c) the assignment of duties to and the supervision of members of his staff and: (d) the general operation of 

the school facility.  

 Table 10 reflects the extent of administrative functions of school head in the District of Buenavista as assessed by 

the school heads as to school-community relation. The item “involves the community with the school’s project” ranked first with a 

mean of 3.96. The item “maintains a professional yet friendly manner in dealing with the community leaders” lowest rating with the 

mean of 3.84. The average weighted mean is 3.89. This means that the result is “High Extent.” 

 

Table 10 

Administrative Functions in terms of School-Community Relation 

 Mean Std. 

Deviatio

n 

Std. 

Error 

Mean 

Descriptive 

Interpretation 

1. involves the community with the school’s 

project. 

3.9608 .56430 .07902 High Extent 

2. participates in school-community activities. 3.8627 .66392 .09297 High Extent 

3. maintains a professional yet friendly 

manner in dealing     with the community 

leaders. 

3.8431 .64413 .09020 High Extent 

4. initiates projects that would involve the 

community. 

3.9020 .67097 .09395 High Extent 

5. helps in the community through gift-giving, 

helping      victims of natural disasters, 

feeding programs, etc. 

3.8824 .58812 .08235 High Extent 

MEAN 3.89  High Extent 

 

In a related study, it further explores that principals are not fully aware of the process of parental participation in education. 

According to majority of them parents should participate only at primary or secondary levels. The principals do not know that parents 

should participate at all levels of education, that is, primary, secondary and even at higher level.  Parental participation in education 

is that parents should give time to school through participation in meetings, events and some of the activities. In reality this is not 

parental participation. It is more than that. It is at all levels. 

Table 11 reflects the extent of administrative functions of school head in the District of Bueanvista as assessed by the 

school-heads as to management of school finances/business administration. The item “allocate its budget in a way that makes it clear 

how resources will be used to achieve increased student success” ranked first with a mean of 4.11. The item “gives substantial 

projects that would benefit the students and the teachers” lowest rating with the mean of 3.88. The average weighted mean is 3.98. 

This means that the result is “High Extent.” 

Table 11 

Administrative Functions in terms of Management of 

School Finances/Business Administration 

 Mean Std. 

Deviation 

Std. 

Error 

Mean 

Descriptive 

Interpretation 

1. carefully allots budget with the needs of the 

school. 

4.0196 .76132 .10661 High Extent 

2. provides a clear and transparent use of the 

school’s  fund. 

3.9412 .85818 .12017 High Extent 
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3. gives substantial projects that would benefit 

the      students and the teachers. 

3.8824 .86364 .12093 High Extent 

4. allocate its budget in a way that makes it clear      

how resources will be used to achieve increased      

student success. 

4.1176 .73884 .10346 High Extent 

5. consider actual versus average compensation       

costs in the budget. 

3.9608 .74728 .10464 High Extent 

MEAN 3.98                                           High Extent 

 

In a related study, school leaders take on a colossal amount of responsibilities. One of the most important duties among 

those — financial management. However, many school leaders struggle with grasping the scope of their responsibilities and 

liabilities when it comes to accounting and finance. In fact, there was a recent study showing that a worrying majority of principals 

and administrators lacked financial literacy and a basic knowledge of bookkeeping. Accounting and financial reporting is at the crux 

of a school’s financial and academic success. Any mistake in those areas has the potential to have detrimental effects on the school 

and its students. This fact is exemplified by an otherwise successful Illinois private school, which ran a one million-plus deficit in 

2014 due to accidentally using the wrong account. The result — the school being in hundreds of thousand dollar debt for years to 

come. 

Table 12 reflects the extent of administrative functions of school head in the District of Buenavista as assessed by the 

school-heads as to management of school physical facilities. The item “regularly checks classrooms, building and other physical 

facilities of the school” ranked first with a mean of 4.07. The item “carries out routine maintenance periodically” lowest rating with 

the mean of 3.88. The average weighted mean is 3.96. This means that the result is “High Extent.” 

Table 12 

Administrative Functions in terms of Management of School Physical Facilities 

 Mean Std. 

Deviation 

Std. 

Error 

Mean 

Descriptive 

Interpretatio

n 

1. regularly checks classrooms, building and other     

physical facilities of the school. 

4.078

4 

.68828 .09638 High Extent 

2. continuously plan and identify areas of 

improvement. 

4.000

0 

.77460 .10847 High Extent 

3. creates preventive maintenance to avoid breakdown     

of facility. 

3.921

6 

.68828 .09638 High Extent 

4. carries out routine maintenance periodically. 3.882

4 

.76543 .10718 High Extent 

5. provisions for facility guidelines for infrastructural     

development is carried out. 

3.902

0 

.80635 .11291 High Extent 

MEAN 3.96  High Extent 

 

  Based on the findings, the study concluded as follows: the relationship that exists between a principal’s proficiency, 

creativity and management of school facilities for overall academic performance is mutually reinforcing. To this end, effective 

management is a precursor to facilities sustainability, utilization and maintenance as it enhances effective productivity by the teachers 

and overall performance of the students. There is the dire need for an integrated effort by all stakeholders to ensure that good, 

adequate and necessary facilities are available, properly managed and maintained in consonance with the goals and objectives of the 

education system. This will facilitate and enhance a successful attainment of the teaching-learning outcomes in secondary schools 

within the State and Nigeria, generally. 

Table 13 reflects the extent of administrative functions of school head in the District of Buenavista as assessed by the 

school-heads as to general tasks. The item “ensures that the school runs smoothly and safely” ranked first with a mean of 4.45. The 

item “provides an excellent learning environment for its students” lowest rating with the mean of 4.35. The average weighted mean 

is 4.40. This means that the result is “High Extent.” 
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Table 13 

Administrative Functions in terms of General Tasks 

 Mean Std. 

Deviation 

Std. 

Error 

Mean 

Descriptive 

Interpretation 

1. efficiently and effectively manages the 

operations of the     school. 

4.3922 .49309 .06905 High Extent 

2. ensures that the school runs smoothly and safely. 4.4510 .50254 .07037 High Extent 

3. provides an excellent learning environment for 

its      students. 

4.3529 .52244 .07316 High Extent 

4. meets and reports with the teacher, and vice     

versa. 

4.3725 .48829 .06837 High Extent 

5. provides leadership and administration in the 

whole     school. 

4.4118 .49705 .06960 High Extent 

MEAN 4.40  High Extent 

      

In related study, researchers who have examined education leadership agree that effective principals are responsible for 

establishing a school-wide vision of commitment to high standards and the success of all students. Newcomers to the education 

discussion might find this puzzling: Hasn't concern with the academic achievement of every student always topped principals' 

agendas? The short answer is, no. Historically, public school principals were seen as school managers, and as recently as two decades 

ago, high standards were thought to be the province of the college bound. "Success" could be defined as entry-level manufacturing 

work for students who had followed a "general track," and low-skilled employment for dropouts. Only in the last few decades has 

the emphasis shifted to academic expectations for all. 

Significant Difference on the Administrative Function of School Heads when they are grouped according to their Profile 

using Analysis of Variance (ANOVA) 
Table 13 

The Analysis of Variance on the Administrative Function when  

Respondents are classified according to Age 

 Sum of 

Squares 

Df Mean Square F Sig. 

Between Groups 3.647 7 .521 1.261 .292 

Within Groups 17.764 43 .413   

Total 21.412 50    

 

The F- value 1.261 had a significance of 0.292 which is greater than 0.05, the alpha level. So the relationship was not 

statistically significant. Therefore, Age did not affect the administrative function of school heads. 

 

 

Table 14 

The Analysis of Variance on the Administrative Function when  

Respondents are classified according to Gender 

 

 Sum of 

Squares 

Df Mean Square F Sig. 

Between Groups 3.530 1 3.530 1.705 .002 

Within Groups 16.157 49 .330   

Total 19.686 50    

 

The F- value 1.705 had a significance of 0.002 which is less than 0.05, the alpha level. So the relationship was statistically 

significant. Therefore, Gender affects the administrative function of school heads. 

Table 15 

The Analysis of Variance on the Administrative Function when Respondents are classified according to Civil Status 
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 Sum of 

Squares 

Df Mean Square F Sig. 

Between Groups 1.841 2 .920 1.709 .192 

Within Groups 25.846 48 .538   

Total 27.686 50    

 

The F- value 1.709 had a significance of 0.192 which is greater than 0.05, the alpha level. So the relationship was not 

statistically significant. Therefore, Civil Status did not affect the administrative function of school heads. 

Table 16 

The Analysis of Variance on the Administrative Function when Respondents  

are classified according to Highest Educational Attainment 

 Sum of 

Squares 

Df Mean Square F Sig. 

Between Groups 10.216 4 2.554 1.678 .011 

Within Groups 31.941 46 .694   

Total 42.157 50    

 

The F- value 1.678 had a significance of 0.011 which is less than 0.05, the alpha level. So the relationship was statistically 

significant. Therefore, Highest Educational Attainment affects the administrative function of school heads. 

 

Table 17 

The Analysis of Variance on the Administrative Function when Respondents  

are classified according to Years of Service 

 Sum of 

Squares 

Df Mean Square F Sig. 

Between Groups 1.528 4 .382 .837 .509 

Within Groups 20.982 46 .456   

Total 22.510 50    

 

The F- value 0.837 had a significance of 0.509 which is greater than 0.05, the alpha level. So the relationship was not 

statistically significant. Therefore, Years of Service did not affect the administrative function of school heads. 

Table 18 

The Analysis of Variance on the Administrative Function when Respondents  

are classified according to Rank/Position 

 Sum of 

Squares 

Df Mean Square F Sig. 

Between Groups 7.408 7 1.058 1.547 .177 

Within Groups 29.415 43 .684   

Total 36.824 50    

 

The F- value 1.547 had a significance of 0.177 which is greater than 0.05, the alpha level. So the relationship was not 

statistically significant. Therefore, Rank/Position did not affect the administrative function of school heads. 

Table 19 

The Analysis of Variance on the Administrative Function when Respondents  

are classified according to Trainings and Seminars Attended 

 Sum of 

Squares 

Df Mean Square F Sig. 

Between Groups 2.737 2 1.369 1.206 .121 

Within Groups 29.773 48 .620   

Total 32.510 50    

 

The F- value 1.206 had a significance of 0.121 which is greater than 0.05, the alpha level. So the relationship was not 

statistically significant. Therefore, Trainings and Seminars Attended did not affect the administrative function of school heads. 

Profile of Teacher-Respondents 
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Table 20 presents the distribution of respondents according to age. The biggest proportion with 22.2 per cent of the 

respondents aged 26-30 years old.  

Table 20 

Respondents According to Age 

 Frequency Per cent Cumulative  

Per cent 

 

25 years and below 13 14.4 14.4 

26-30 years old 20 22.2 36.7 

31-35 years old 19 21.1 57.8 

36-40 years old 12 13.3 71.1 

41-45 years old 15 16.7 87.8 

46-50 years old 4 4.4 92.2 

51-55 years old 4 4.4 96.7 

56-60 years old 3 3.3 100.0 

Total 90 100.0  

 

From the analysis of the data on the influence of teachers’ age on teacher effectiveness, the results of the scheffe post-hoc 

test depicted in the table 3 revealed that teachers of age 31 to 40 years old, 41 to 50 years old, and 50 years old and above who 

responded to the survey had significantly higher scores in terms of their effectiveness than teachers of age 21 to 30 years old. 

Meanwhile the data did not reveal significant differences between the group means of the other pairings. It can be interpreted that 

there is a difference between teachers’ age in terms of their effectiveness, which indicates that older teachers are more effective than 

the younger teachers. They are not worried and willing to embrace the new (HOT skills) and prepared to improve the quality of 

learning and teaching. 

Table 21 presents the distribution of respondents according to gender. 77.8 per cent of the respondents were female. The 

rest with 22.2 per cent were males. The female outnumbered the male teachers. 

Table 21 

Respondents According to Gender 

 Frequency Valid Per cent Cumulative  

Per cent 

 

Male 20 22.2 22.2 

Female 70 77.8 100.0 

Total 90 100.0  

 

On the issue of teacher’s gender of the effects surrounding academic achievement, it was revealed that there was no 

significant influence of teachers‟ gender on student’s academic achievement in English language. Thus, there was no difference in 

the scores of students taught by the male and female teachers. 

Table 22 presents the distribution of respondents according to civil status. 57.8 per cent of the respondents were Married. 

Others were Single with 34.4 per cent, Separated with 4.4 per cent, and Widow/er with 3.3 per cent. 

 

 

Table 22 

Respondents According to Civil Status 

 Frequency Per cent Cumulative 

 Per cent 

 

Single 31 34.4 34.4 

Married 52 57.8 92.2 

Separated 4 4.4 96.7 

Widow/er 3 3.3 100.0 

Total 90 100.0  

 

On the factor of marital status, student’s achievement was significantly influenced by teacher marital status; students of the 

married teachers achieved the highest scores, followed by those of the single teachers. However, the difference between the scores 

of the students was not significant, but the difference between the scores of the single and married teachers on one hand and secondly 
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and divorced on the other hand, was significant. Thus, the separated and divorced teachers negatively impacted on the student’s 

academic achievement in English language, while the single and married teachers positively teachers positively impacted on 

student’s academic achievement. 

Table 23 presents the distribution of respondents according to highest educational attainment. 42.2 per cent of the 

respondent had earned units in MA/MS. Others had Bachelor’s degree holder with 33.3 per cent, Master’s degree holder with 22.2 

per cent, and earned units in Ed.D/Ph.D. and Ph.D./Ed.D. degree holder with 1.1 per cent. 

Table 23 

Respondents According to Educational Attainment 

 Frequency Per cent Cumulative  

Per cent 

 

Bachelor's Degree 30 33.3 33.3 

with MA/MS units 38 42.2 75.6 

Master's Degree 20 22.2 97.8 

with Ed.D/Ph.D. units 1 1.1 98.9 

Ed.D./Ph.D. Degree 1 1.1 100.0 

Total 90 100.0  

 

The related study indicated a reasonably high level of motivation through the analysis. However, the data has shown that 

in-service teachers were more highly motivated towards teaching compared to pre-service teachers. However, Malaysian pre-service 

teachers do not necessarily have teaching experiences and this might contribute to lower motivation in teaching compared to in-

service teachers. 

Table 24 presents the distribution of respondents according to years in service. Majority of 27.8 per cent of the respondents 

had 11-15 years in service. Others had 6-10 years or 25.6 per cent, less than 5 years or 15.6 per cent, 16-20 years or 13.3 per cent, 

21-25 years or 10.0 per cent, and 26 years and above or 7.8 per cent. 

Table 24 

Respondents According to Years in Service 

 Frequency Per cent Cumulative  

Per cent 

 

less than 5 years 14 15.6 15.6 

6-10 years 23 25.6 41.1 

11-15 years 25 27.8 68.9 

16-20 years 12 13.3 82.2 

21-25 years 9 10.0 92.2 

26 years and above 7 7.8 100.0 

Total 90 100.0  

 

However, this was in contrast with the findings on the related study that young teachers with 1-5 years of experience had 

the highest motivation and vice versa. On the other hand, the limitation of having an imbalanced number of participants in the 

different age groups might lead to misleading and inaccurate results. Thus, these findings should be considered inconclusive. 

Findings of teacher’s age or years of experiences in teacher motivation bear further research. 

Table 25 presents the distribution of respondents according to rank/position. 44.4 per cent of the respondents were Teacher 

I. Others were Teacher III with 33.3 per cent, Teacher II with 16.7 per cent, and Master Teacher I with 5.6 per cent. 

Table 25 

Respondents According to Rank/Position 

 Frequency Per cent Cumulative  

Per cent 

 

T-1 40 44.4 44.4 

T-2 15 16.7 61.1 

T-3 30 33.3 94.4 

MT-1 5 5.6 100.0 

Total 90 100.0  
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Based on the research in Tennessee, it revealed that students who were placed with highly effective teachers for three years 

in a row significantly outperformed comparable students on a mathematics assessment (96th versus 44th percentile). Teacher quality 

has a lasting effect on student learning. Data from Dallas reveals that a student who has an outstanding teacher for just one year will 

remain ahead of her peers for at least the next few years. Unfortunately, the opposite is true as well: if a student has an ineffective 

teacher, the negative effect on her achievement may not be fully remediated for up to three years. A study of third-grade teachers in 

an urban Virginia school district found that students of teachers ranked in the top quartile of effectiveness score approximately 30 

to 40 scale-score points higher than expected on the Virginia Standards of Learning Assessment in English and mathematics, while 

students of teachers in the bottom quartile scored about 24 to 32 points lower than expected on these tests. It is clear that the common 

denominator in school improvement and student achievement is the teacher. Therefore, it is critical that schools be able to identify 

effective teachers during the hiring process. 

Table 26 presents the distribution of respondents according to trainings and seminars attended. 86.7 per cent of the 

respondents attended INSET Training. Others were Leadership Training with 13.3 per cent. 

Table 26 

Respondents According to Trainings and Seminars Attended 

 Frequency Per cent Cumulative  

Per cent 

 

Leadership Training 12 13.3 13.3 

INSET 78 86.7 100.0 

Total 90 100.0  

 

 From the discussion above, it clearly shows that in-service training is important for teachers in school as a tool for 

professional development and to enhance their knowledge and quality of teaching and learning. Teachers are facing new challenges 

and changes in the education world and it’s important for teachers to equip themselves. With new knowledge and skills by attending 

in-service training in order for them to play an important and effective role as an educator. Besides that, the effectiveness of in-

service training is important to ensure that the training is suitable and bring positive effect to the teachers. The effectiveness of the 

in-service training is influenced by the role of administrator, teacher’s attitude, needs analysis and strategies used in the training 

program. 

Extent of Administrative Functions of School Heads as assessed by Teachers 

Table 27 reflects the extent of administrative functions of school head in the District of Rosario as assessed by the teachers 

as to student personnel administration/supervision of instruction. The item “supervises teachers’ performance in class” ranked first 

with a mean of 3.34. The item “provides programs/interventions for students who are at risk of failing/dropping” got the lowest 

rating with the mean of 3.15. The average weighted mean is 3.26. This means that the result is “Moderate Extent.” 

Table 27 

Administrative Functions in terms of Student Personnel 

Administration/Supervision of Instruction 

 Mean Std. 

Deviation 

Std. 

Error 

Mean 

Descriptive 

Interpretation 

1. gathers necessary data pertaining to students’ 

performance (test, achievement test, reading 

ability,     level in Math, etc.) 

3.3111 .82984 .08747 Moderate Extent 

2. provides programs/interventions for students 

who are     at risk of failing/dropping 

3.1556 .85999 .09065 Moderate Extent 

3. reminds teachers of the importance of utilizing 

varied     strategies in teaching. 

3.2333 .86180 .09084 Moderate Extent 

4. sets goals and objectives for an increase in 

students’     performance. 

3.2778 .84837 .08943 Moderate Extent 

5. supervises teachers’ performance in class. 3.3444 .86325 .09099 Moderate Extent 

MEAN 3.26  Moderate Extent 

      



International Journal of Academic Multidisciplinary Research (IJAMR) 

ISSN: 2643-9670 

Vol. 7 Issue 11, November - 2023, Pages: 288-314 

www.ijeais.org/ijamr 

303 

In a related study, “supervising” is a challenging word to use when referring to teachers and para-educators and yet, that is 

exactly what teachers must do – supervise. Policy states it and practice expects it, but still many para-educators find themselves 

fairly “unsupervised” and feel a lack of confidence and a lack of job satisfaction because of the uncertainty that exists. One might 

suggest that the principal or administrator is the supervisor since he or she can hire, terminate, and evaluate. However, the teacher is 

the person who “directs the day-to-day work” of the para-educator and, as such provides what some refer to as “instructional 

supervision.” Whatever the term, it is clear that teachers and administrators have responsibilities when it comes to the supervision 

of para-educators in educational settings. 

Table 28 reflects the extent of administrative functions of school head in the District of Buenavista as assessed by the 

school-heads and teachers as to staff personnel administration. The item “courteously remind staff of their responsibilities and     

obligations in school” ranked first with a mean of 3.31. The item “coordinate all information needed to the staff” lowest rating with 

the mean of 3.07. The average weighted mean is 3.22. This means that the result is “Moderate Extent.” 

Table 28 

Administrative Functions in terms of Staff Personnel Administration 

 Mean Std. 

Deviation 

Std. 

Error 

Mean 

Descriptive 

Interpretation 

1. courteously remind staff of their 

responsibilities and     obligations in school. 

3.3111 .80231 .08457 Moderate Extent 

2. reprimands staff who are not able to 

accomplish their     task on time. 

3.2000 .81005 .08539 Moderate Extent 

3. coordinate all information needed to the 

staff. 

3.0778 .87702 .09245 Moderate Extent 

4. collaborate with everyone in the school. 3.2222 .80417 .08477 Moderate Extent 

5. maintains high regard to everyone in the 

workplace. 

3.2778 .79362 .08366 Moderate Extent 

MEAN     3.22  Moderate Extent 

In a related study, every school should have a mission statement and a vision based on shared values and beliefs. Leaders 

can engage all stakeholders in the process of developing the mission statement and vision for the school that provides focus and 

direction for all involved. If the school already has a mission and vision, revisit them occasionally with the stakeholders involved. 

Good leaders encourage others to be leaders and help bring out those qualities. Therefore, if teachers attend a conference or 

workshop, have them share their knowledge with the rest of the staff when they return. Leaders can have experienced teachers work 

together to solve an instructional problem. Administrators must be familiar with available resources to support the diverse needs of 

students, families and staff and must know how to access additional support in order to ensure appropriate education for all students 

and support for teachers.  

For example, leaders can make sure English as a Second Language and bilingual programs are effectively supported. They 

can make special education concerns integral when planning for professional development, distribution of materials, books, 

classroom space and equipment. They can ensure that special education is not put at the end of the line as an afterthought. 

Table 29 reflects the extent of administrative functions of school head in the District of Buenavista as assessed by the 

teachers as to school-community relation. The item “participates in school-community activities” ranked first with a mean of 3.36. 

The item “initiates projects that would involve the community” lowest rating with the mean of 3.18. The average weighted mean is 

3.27. This means that the result is “Moderate Extent.” 

Table 29 

Administrative Functions in terms of School-Community Relation 

 Mean Std. 

Deviation 

Std. Error 

Mean 

Descriptive 

Interpretation 

1. involves the community with the school’s 

project. 

3.244

4 

.89079 .09390 Moderate Extent 

2. participates in school-community activities. 3.366

7 

.78540 .08279 Moderate Extent 
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3. maintains a professional yet friendly 

manner in dealing     with the community 

leaders. 

3.255

6 

.84216 .08877 Moderate Extent 

4. initiates projects that would involve the 

community. 

3.188

9 

.76282 .08041 Moderate Extent 

5. helps in the community through gift-giving, 

helping      victims of natural disasters, 

feeding programs, etc. 

3.300

0 

.91737 .09670 Moderate Extent 

MEAN    3.27  Moderate Extent 

In a related study, the role of the teacher in a positive school-community relationship is extremely important since it is the 

teacher who is the backbone of the educational system. Although school boards create school policy and administrators interpret 

these policies, teachers are the personnel who implement school policy. Teachers must also be prepared to make the most favourable 

impression possible in even the most innocent of circumstances in order to maintain public support. The community's perceptions 

of the teacher affect their perceptions of the school and subsequently student morale, school resources, and support for the school in 

general. 

Table 30 reflects the extent of administrative functions of school head in the District of Buenavista as assessed by teachers 

as to management of school finances/business administration. The item “carefully allots budget with the needs of the school” ranked 

first with a mean of 3.27. The item “consider actual versus average compensation costs in the budget” lowest rating with the mean 

of 3.08. The average weighted mean is 3.16. This means that the result is “Moderate Extent.” 

Table 30 

Administrative Functions in terms of management of  

School Finances/Business Administration 

 Mean Std. 

Deviation 

Std. 

Error 

Mean 

Descriptive 

Interpretation 

1. carefully allots budget with the needs of the 

school. 

3.2778 .86151 .09081 Moderate 

Extent 

2. provides a clear and transparent use of the 

school’s      fund. 

3.1889 .87274 .09199 Moderate 

Extent 

3. gives substantial projects that would benefit the      

students and the teachers. 

3.1222 .79079 .08336 Moderate 

Extent 

4. allocate its budget in a way that makes it clear      

how resources will be used to achieve increased      

student success. 

3.1333 .81005 .08539 Moderate 

Extent 

5. consider actual versus average compensation       

costs in the budget. 

3.0889 .89499 .09434 Moderate 

Extent 

MEAN 3.16  Moderate 

Extent 

The actual specific job functions for an education administrator will vary depending on the institution of employment. For 

schools, this job is usually the role of a principal or assistant principal. For private schools and businesses, the job may be as a director 

of programs or head master. Libraries and museums often employ administrators as instruction coordinators. For colleges and 

universities, education administrators are employed at all levels of the management structure — as admissions officers, department 

heads, and as deans and provosts. Making policies and procedures and setting educational aims and standards is the responsibility of an 

education administrator. They act as a supervisor for managers and support other faculty, such as librarians, coaches, teachers, and aids. 

In small organizations, such as a daycare, there may be only one administrator in charge of all these duties. At larger institutions, such 

as universities or large school systems, several administrators share the workload, each having a specific responsibility. 

Table 31 reflects the extent of administrative functions of school head in the District of Buenavista as assessed by the 

school-heads and teachers as to management of school physical facilities. The item “regularly checks classrooms, building and other 

physical facilities of the school” ranked first with a mean of 3.32. The item “carries out routine maintenance periodically” got the 

lowest rating with the mean of 3.01. The average weighted mean is 3.18. This means that the result is “Moderate Extent.” 

Table 31 
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Administrative Functions in terms of Management of School Physical Facilities 

 Mean Std. 

Deviation 

Std. 

Error 

Mean 

Descriptive 

Interpretation 

1. regularly checks classrooms, building and other     

physical facilities of the school. 

3.3222 .85890 .09054 Moderate Extent 

2. continuously plan and identify areas of 

improvement. 

3.2667 .83195 .08769 Moderate Extent 

3. creates preventive maintenance to avoid 

breakdown     of facility. 

3.1778 .86865 .09156 Moderate Extent 

4. carries out routine maintenance periodically. 3.0111 .88043 .09281 Moderate Extent 

5. provisions for facility guidelines for 

infrastructural     development is carried out. 

3.1000 .86180 .09084 Moderate Extent 

MEAN 3.18  Moderate Extent 

In a related study, it mentioned that growing body of research has found that school facilities can have a profound impact 

on both teacher and student outcomes. With respect to teachers, school facilities affect teacher recruitment, retention, commitment, 

and effort. With respect to students, school facilities affect health, behaviour, engagement, learning, and growth in achievement. 

Thus, researchers generally conclude that without adequate facilities and resources, it is extremely difficult to serve large numbers 

of children with complex needs. 

Table 32 reflects the extent of administrative functions of school head in the District of Buenavista as assessed by the 

school-heads and teachers as to general tasks. The item “ensures that the school runs smoothly and safely” ranked first with a mean 

of 3.36. The item “efficiently and effectively manages the operations of the school” got the lowest rating with the mean of 3.24. The 

average weighted mean is 3.30. This means that the result is “Moderate Extent.” 

Table 32 

Administrative Functions in terms of General Tasks 

 Mean Std. 

Deviation 

Std. 

Error 

Mean 

Descriptive 

Interpretation 

1. efficiently and effectively manages the operations 

of the     school. 

3.2410 .69607 .07337 Moderate Extent 

2. ensures that the school runs smoothly and safely. 3.3606 .72377 .07629 Moderate Extent 

3. provides an excellent learning environment for its      

students. 

3.2667 .77605 .08180 Moderate Extent 

4. meets and reports with the teacher, and vice     

versa. 

3.2556 .67974 .07165 Moderate Extent 

5. provides leadership and administration in the 

whole     school. 

3.3556 .69203 .07295 Moderate Extent 

MEAN    3.30  Moderate Extent 

In a related study, teachers play vital roles in the lives of the students in their classrooms. Teachers are best known for the 

role of educating the students that are placed in their care. Beyond that, teachers serve many other roles in the classroom. Teachers 

set the tone of their classrooms, build a warm environment, mentor and nurture students, become role models, and listen and look 

for signs of trouble. 

Significant Difference on the Administrative Function of School Heads assessed by Teachers when Respondents are grouped 

according to their Profile using Analysis of Variance (ANOVA) 

Table 33 

The Analysis of Variance on the Administrative Function of School Heads  

when Respondents are classified according to Age 
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 Sum of 

Squares 

Df Mean Square F Sig. 

Between Groups 4.279 7 .611 .879 .527 

Within Groups 57.010 82 .695   

Total 61.289 89    

 

The F- value 0.879 had a significance of 0.527 which is greater than 0.05, the alpha level. So the relationship was not 

statistically significant. Therefore, Age did not affect the administrative function of school heads. 

Table 34 

The Analysis of Variance on the Administrative Function of School Heads  

when Respondents are classified according to Gender 

 Sum of 

Squares 

Df Mean Square F Sig. 

Between Groups .821 2 .411 .550 .579 

Within Groups 65.001 87 .747   

Total 65.822 89    

 

The F- value 0.550 had a significance of 0.579 which is greater than 0.05, the alpha level. So the relationship was not 

statistically significant. Therefore, Gender did not affect the administrative function of school heads. 

Table 35 

The Analysis of Variance on the Administrative Function of School Heads  

when Respondents are classified according to Civil Status 

 Sum of 

Squares 

Df Mean Square F Sig. 

Between Groups 2.123 3 .708 .951 .420 

Within Groups 63.977 86 .744   

Total 66.100 89    

 

The F- value 0.951 had a significance of 0.420 which is greater than 0.05, the alpha level. So the relationship was not 

statistically significant. Therefore, Civil Status did not affect the administrative function of school heads. 

Table 36 

The Analysis of Variance on the Administrative Function of School Heads when Respondents are classified according 

to Highest Educational Attainment 

 Sum of 

Squares 

Df Mean Square F Sig. 

Between Groups 6.532 4 1.633 1.330 .062 

Within Groups 59.568 85 .701   

Total 66.100 89    

 

The F- value 1.330 had a significance of 0.420 which is greater than 0.05, the alpha level. So the relationship was not 

statistically significant. Therefore, Highest Educational Attainment did not affect the administrative function of school heads. 

Table 37 

The Analysis of Variance on the Administrative Function of School Heads  

when Respondents are classified according to Years in Service 

  Sum of 

Squares 

Df Mean Square F Sig. 

Between Groups 1.631 5 .326 .425 .830 

Within Groups 64.469 84 .767   

Total 66.100 89    

 

The F- value 0.425 had a significance of 0.830 which is greater than 0.05, the alpha level. So the relationship was not 

statistically significant. Therefore, Years in Service did not affect the administrative function of school heads. 

Table 38 

The Analysis of Variance on the Administrative Function of School Heads  
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when Respondents are classified according to Rank/Position 

 Sum of 

Squares 

Df Mean Square F Sig. 

Between Groups 1.900 3 .633 .848 .471 

Within Groups 64.200 86 .747   

Total 66.100 89    

 

The F- value 0.848 had a significance of 0.471 which is greater than 0.05, the alpha level. So the relationship was not 

statistically significant. Therefore, Rank/Position did not affect the administrative function of school heads. 

Table 39 

The Analysis of Variance on the Administrative Function of School Heads when Respondents are classified according 

to Training and Seminars Attended 

 Sum of 

Squares 

Df Mean Square F Sig. 

Between Groups .138 1 .138 .185 .668 

Within Groups 65.962 88 .750   

Total 66.100 89    

 

The F- value 0.185 had a significance of 0.668 which is greater than 0.05, the alpha level. So the relationship was not 

statistically significant. Therefore, Trainings and Seminars Attended did not affect the administrative function of school heads. 

 

TRAINING PROGRAM FOR SCHOOL HEADS 

 

Learning Goal: Research the best practices for teaching and assessing 21st century skills for school heads.  

Strategies/Activities 

Personal Questions: What will I do to accomplish my goal(s)?   

 Research the most effective ways to implement and teach the 21st century skills using the Buck Institute website and other online 

resources  

 Research the most effective ways to assess and provide feedback to students as they use the 21st century skills 

 Collaborate with school PBL leaders and administrative team to develop professional development sessions on 21st century skills  

 With the assistance of PBL school leaders and the administrative team, provide a minimum of 3 professional development sessions 

on classroom implementation, teaching, and assessing the 21st century skills  

 Begin collecting baseline data from walkthrough observations  

Progress 

Personal Questions: How will I measure progress? 

Adhering to the timeline above:  

 Meeting agendas/dates  

 List and date completed personal professional reading  

 List of resources used  

 Presentations used for the three 21st century professional development sessions  

 

Strategic Planning 

Personal Questions: How does my goal support or is supported by the school’s/district’s strategic plan?  

 Actively engage students in relevant learning through the implementation of Project Based Learning experiences.  

 Through the use of Project Based Learning, all students will have multiple opportunities to practice using 21st 

century skills.  

 Provide coaching and professional development opportunities for project based learning.  

Personal Growth 

Personal Questions - How does my goal support my personal professional growth?  

Since we are implementing Project Based Learning, I would like to learn more about the 21st century skills to better assist 

teachers when they embed these skills in their PBL projects. 

Character Goal; Research the best practices for developing growth mind set classrooms.  

Strategies/Activities  

Personal Question: What will I do to accomplish my goal(s)?  

  Research strategies to help teachers and students identify fixed versus growth mind sets  
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 Research strategies to establish a growth mind set classroom  

 Collaborate with teacher leaders and the administrative team to develop professional development sessions on developing growth 

mind sets  

 With the assistance of teacher leaders and the administrative team, provide a minimum of 3 professional development sessions 

developing growth mind set classrooms that specifically incorporate goal setting based on personal growth  

Progress 

Personal Questions: How will I measure progress? 

Adhering to timeline above:  

 Meeting agendas/dates  

 List and date completed personal professional reading  

 List of resources used  

 Presentations used for developing growth mind sets  

Strategic Planning 

Personal Questions: How does my goal support or is supported by the school’s/district’s strategic plan?  

 Increase student understanding and ability of self-reflection and assessments of their learning.  

 Promote the use of non-traditional ways for professional development and collaboration.  

 Provide staff development and coaching to support instructional expectations.  

Personal Growth 

Personal Question:  

How does my goal support my personal professional growth?  

What intrigued me the most was when students changed their mind sets from fixed to growth, academic performance 

improved and the positive academic effects were even greater for students living in poverty. 

Community Goal:  

Goal 1: With guidance from the District Office staff, I will develop and market an accelerated program that attracts students from 

the school.   

Goal 2: I will work with current stakeholders and/or the Office of Strategic Partnerships to develop additional community and 

business partnerships and will develop relationships with a minimum of 3 additional community or business partners.  

Strategies/ Activities  

Personal Question: What will I do to accomplish my goal(s)? 

Goal 1- Accelerated Quest Program  

 Research the most effective strategies for implementing an accelerated program  

 Prepare materials to promote our school including the accelerated program 

 Select teachers for the program  

 Begin writing curriculum for the program  

 Determine the selection criteria of students for the program  

 Develop a screening process for the selection for new students  

Goal 2- Community and Business Partnerships  

Begin soliciting partnerships in the following ways:  

 Work with the Office of Strategic Partnerships to learn about effective ways to seek new community or business partners  

 Seek community or business partners through advertising with our current stakeholders  

 Seek community or business partners  

 Develop relationships with expert community and business partners through Project Based Learning projects  

 Begin partnership with school community  

 Seek potential partners through applying for grants  

Progress  

Personal Questions: How will I measure progress  

Goal 1- Adhering to the timeline above;  

 Promotion material samples  

 Reflections on visits to schools  

 Reflection on research  

 Curriculum  

Goal 2- Adhering to the timeline above:  

 Correspondence seeking partnerships  

 List of new partners  

 Dates and description of partnerships 
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Strategic Planning  

Personal Question: How does my goal support or is supported by the school’s/district’s strategic plan?  

Goal 1  

 Work to create a program to attract students   

 Continue to participate in the annual activities.  

Goal 2  

 Partner with local colleges and universities.  

 Provide practicum experiences for university pre-service teachers.  

 Continue to create strong community and business partnerships.  

 Enhance greater community support with our community and other events.  

Personal Growth  

Personal Question: How does my goal support my personal professional growth?  

Goal 1- I believe that it is very important to establish relationships with business and community members. I believe increasing our 

partners will benefit in several ways including: 

(1) marketing/promoting our school  

(2) getting our name out in the community  

(3) potential for volunteers and mentors at our school 

 

 

 

CONCLUSION 

 Based on the data gathered, the following conclusion had been drawn: 

In terms of the profile of the school head as respondents, the biggest proportion aged 46-50 years old, female, and married. 

More so, majority are Master’s degree holder, 11-15 years in service, Principal I, and had attended Leadership Training.  

In terms of the profile of the teachers as respondents, majority aged 26-30 years old, female, and married. Most of them 

had earned units in MA/MS, had 11-15 years in service, Teacher I, and attended INSET Training. 

As regards to the extent of administrative functions as assessed by the school heads as to student personnel 

administration/supervision of instruction, the item “gathers necessary data pertaining to students’ performance (test, achievement 

test, reading ability, level in Math, etc.)” ranked first with a mean of 4.17 and verbal interpretation of “High Extent.” As to staff 

personnel administration, the item “maintains high regard to everyone in the workplace” ranked first with a mean of 4.05 and verbal 

interpretation of “High Extent.” As to school-community relation, the item “involves the community with the school’s project” 

ranked first with a mean of 3.96 and verbal interpretation of “High Extent.” As to management of school finances/business 

administration, the item “allocate its budget in a way that makes it clear how resources will be used to achieve increased student 

success” ranked first with a mean of 4.11 and verbal interpretation of “High Extent.” As to management of school physical facilities, 

the item “regularly checks classrooms, building and other physical facilities of the school” ranked first with a mean of 4.07 and 

verbal interpretation of “High Extent.” And lastly, as to general tasks, the item “ensures that the school runs smoothly and safely” 

ranked first with a mean of 4.45 and verbal interpretation of “High Extent.” Based on the result, the general tasks got the highest 

means on the extent of administrative functions as assessed by the school heads. 

On the other hand, as regards to the extent of administrative functions of school heads as assessed by the teacher-respondents 

as to student personnel administration/supervision of instruction, the item “supervises teachers’ performance in class” ranked first 

with a mean of 3.34 and verbal interpretation of “Moderate Extent.” As to staff personnel administration, the item “courteously 

remind staff of their responsibilities and obligations in school” ranked first with a mean of 3.31 and verbal interpretation of “Moderate 

Extent.” As to school-community relation, the item “participates in school-community activities” ranked first with a mean of 3.36 

and verbal interpretation of “Moderate Extent.” As to management of school finances/business administration, the item “carefully 

allots budget with the needs of the school” ranked first with a mean of 3.27 and verbal interpretation of “Moderate Extent.” As to 

management of school physical facilities, the item “regularly checks classrooms, building and other physical facilities of the school” 

ranked first with a mean of 3.32 and verbal interpretation of “Moderate Extent.” And lastly, as to general tasks, the item “ensures 

that the school runs smoothly and safely” ranked first with a mean of 3.36 and verbal interpretation of “Moderate Extent.” Based on 

the result, school-community relation and general tasks ranked first among the administrative functions of the school heads. 

In testing the significance of the variable, gender and highest educational attainment affect the extent of the administrative 

functions of the school heads as perceived by themselves when they are grouped according to their profile while there is no significant 

difference on the extent of the administrative functions of the school heads when they are assessed by teachers when the respondents 

are grouped according to their profile.    

Therefore, the researcher concluded that the general tasks got the highest means on the extent of administrative functions 

as assessed by the school heads while both school-community relation and general tasks ranked first among the administrative 

functions of the school heads as assessed by teacher-respondents. 
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Administrative Functions of Public School Heads of Secondary Schools in Buenavista Agusan del Norte: A Basis for 

Enhanced Training Program 

Survey Questionnaire 

Name: (optional) ____________________________________________________________ 

 

PART I 

School Head’s Profile 

 

Directions: Kindly check () or fill out the box with the needed information.  

1. Age : ____   25 y/o & below     36 – 40 y/o   51 – 55 y/o 

             26 – 30 y/o     41 – 45 y/o   56 – 60 y/o 

             31 – 35 y/o     46 – 50 y/o  

2. Gender:   Male   Female 

3. Civil  Status: 

    Single  Married   Separated     Widow/Widower 

4. Highest Educational Attainment:   

    Bachelor’s Degree, please specify ___________________ 

 With MA/MS units    

 Master’s Degree holder, please specify _______________ 

 With Doctoral units 

 PhD/Ed D/ degree, please specify ___________________ 

 

 5. Number of years as School Head: 

      less than 5 years       11 – 15 years       21 – 25 years 

     6 – 10 years       16 – 20 years             26 years above 

 6. Position:  

  Principal I   Principal III   Officer in Charge (OIC) 

  Principal II   Principal IV 

 7. Seminars and Trainings Attended: 

 Leadership Training  School-based Management 

  

https://link.springer.com/article/10.1007/BF02354959#auth-1
https://link.springer.com/article/10.1007/BF02354959#auth-2
https://link.springer.com/journal/11256
https://link.springer.com/journal/11256
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 Management Training  Managing School Resources  

  

 Others, please write:  

_________________________________________________________________________________________________

_________________________________________________________________________________________________

________________ 

 

Teacher’s Profile 

 

Directions: Kindly check () or fill out the box with the needed information.  

1. Age : ____   25 y/o & below     36 – 40 y/o   51 – 55 y/o 

              26 – 30 y/o     41 – 45 y/o   56 – 60 y/o 

             31 – 35 y/o     46 – 50 y/o  

 

2. Gender:   Male   Female 

3. Civil  Status: 

    Single Married Separated     Widow/Widower 

 

 

 

4. Highest Educational Attainment:  

    Bachelor’s Degree, please specify ___________________ 

 With MA/MS units    

 Master’s Degree holder, please specify _______________ 

 With Doctoral units 

 PhD/Ed D/ degree, please specify ___________________ 

 

 5. Number of years teaching: 

      less than 5 years       11 – 15 years       21 – 25 years 

     6 – 10 years       16 – 20 years             26 years above 

 6. Position:  

  Teacher I   Teacher III       Master Teacher II 

  Teacher II   Master Teacher I 

 7. Seminars and Trainings Attended: 

 Leadership Training  School-based Management 

  

 Management Training  Managing School Resources  

  

 Others, please write:  

_________________________________________________________________________________________________

_________________________________________________________________________________________________

________________ 

  

 

 

PART II 

Administrative Functions of School Heads 

 

Directions: Kindly rate your agreement in each of the following statement which best describes your school head’s leadership skill 

by using the given scale: 

 

Scale Response 

5 Very High Extent 

4 High Extent 

3 Moderate Extent 

2 Low Extent 
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1 Very Low Extent 

     

 

A. Student Personnel Administration/Supervision of Instruction  

1. gathers necessary data pertaining to students’ 

    performance (test, achievement test, reading ability, 

    level in Math, etc.)     5 4 3 2 1 

2. provides programs/interventions for students who are 

    at risk of failing/dropping        5 4 3 2 1 

 

3. reminds teachers of the importance of utilizing varied 

    strategies in teaching.    5 4 3 2 1 

4. sets goals and objectives for an increase in students’ 

    performance.     5 4 3 2 1 

5. supervises teachers’ performance in class. 5 4 3 2 1 

 

 

B. Staff Personnel Administration 
1. courteously remind staff of their responsibilities and 

    obligations in school.    5 4 3 2 1 

2. reprimands staff who are not able to accomplish their 

    task on time.     5 4 3 2 1 

3. coordinate all information needed to the staff. 5 4 3 2 1 

4. collaborate with everyone in the school.  5 4 3 2 1 

5. maintains high regard to everyone in the workplace.5 4 3 2 1 

 

 

C. School-community Relation 
1. involves the community with the school’s project. 5 4 3 2 1 

2. participates in school-community activities. 5 4 3 2 1 

3. maintains a professional yet friendly manner in dealing 

    with the community leaders.   5 4 3 2 1 

4. initiates projects that would involve the community.5 4 3 2 1 

5. helps in the community through gift-giving, helping  

    victims of natural disasters, feeding programs, etc.5 4 3 2 1 

 

 

D. Management of School Finances/Business Administration 
1. carefully allots budget with the needs of the school.5 4 3 2 1 

2. provides a clear and transparent use of the school’s  

    fund.      5 4 3 2 1 

3. gives substantial projects that would benefit the 

    students and the teachers.    5 4 3 2 1 

4. allocate its budget in a way that makes it clear  

    how resources will be used to achieve increased  

    student success.     5 4 3 2 1 

5. consider actual versus average compensation  

     costs in the budget.    5 4 3 2 1 

 

 

E. Management of school Physical Facilities 
1. regularly checks classrooms, building and other 

    physical facilities of the school.   5 4 3 2 1 

2. continuously plan and identify areas of improvement.5 4 3 2 1 

3. creates preventive maintenance to avoid breakdown 

    of facility.      5 4 3 2 1 

4. carries out routine maintenance periodically. 5 4 3 2 1 
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5. provisions for facility guidelines for infrastructural 

    development is carried out.   5 4 3 2 1 

 

F. General Tasks 
1. efficiently and effectively manages the operations of the 

    school.      5 4 3 2 1 

2. ensures that the school runs smoothly and safely.5 4 3 2 1 

3. provides an excellent learning environment for its  

    students.      5 4 3 2 1 

4. meets and reports with the teacher, and vice 

    versa.      5 4 3 2 1 

5. provides leadership and administration in the whole 

    school.      5 4 3 2 1 

 

 

 

 

 

 

 


