
ST. HELENS SCHOOL DISTRICT #502
       

POSITION DESCRIPTION

SPECIAL EDUCATION CORRDINATOR


Department:


Special Programs





Immediate Supervisor:
Director of Special Programs
Date:  



October 2012
GENERAL DUTIES:
Coordinate building level special programs under the direction of the Special 
Education Director.
ESSENTIAL REQUIREMENTS:

1.
A Master’s Degree, with academic training in Special Education.

2.
Valid teaching license with acceptable background training in special education, federal programs and at least five years teaching experience.

3.
Have ability to collaboratively lead staff in special education and work with building administrators.

4.
Five years of experience in public education, part of which must have been in teaching and/or supervising in the field of Special Education.


5.
Demonstrates history of strong leadership, communication skills and problem solving.
SUPERVISORY RESPONSBILITIES:


Supports the Special Education Director in the implementation of Special Education services  for the district.


ESSENTIAL RESPONSIBILITIES:

1.
Consults with staff, parents and outside agencies regarding Student with Disabilities 


and programs offered.

2.
Responds to parents regarding the evaluation and placement of their children with the 

consultation of the Director of Special Education.


3.
Discuss Special Education programs, personnel and students with building 



administrators.

4.
Ensures compliance with local, state and federal guidelines.


5.
Assists in recruitment, selection, and recommendation for hiring of Special programs 


personnel.


6.
Monitors staff caseloads and student progress.


7.
Assist in the adaptation of school policies to include special education needs.


8.
Keeps informed of all legal requirements governing special education.


9.
Assists in the planning of Special Education Staff training.


10.
Assists the school principals in the analysis of special programs issues and works 


collaboratively towards a solution.


11.
Attending and planning ECSE transitions.


12.
Plan and organize special education extended school year programs.

13.
Attend School Board and Budget Committee meetings as directed by your supervisor.


14.
Attendance is consistent with contract.


15.
Perform other duties as assigned.

EVALUATION:


In accordance with District policy.

PHYSICAL REQUIREMENTS:


1.
In an eight-hour day the employee may:



a. 
Stand/walk 

1 – 4 hours



b. 
Sit 




1 – 3 hours



c.
Drive




1 – 2 hours

2.
Employee may need to occasionally:


a.
Bend/kneel/squat/reach





b.
Climb Stairs or ladders





c.
Use hands for repetitive motions





3.
Lift and hold items to forty pounds
OTHER:  The information contained in this job description is for compliance with the American with Disabilities Act (A.D.A.) and is not an exhaustive list of the duties performed for this position.  The individuals currently holding this position perform additional duties and additional duties may be assigned.
I have read and understand the above requirements of this job description.

      Employee Signature _________________________________ Date________________

      Employee Name (Print) ______________________________
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