POSITION DESCRIPTION
WILLMAR PUBLIC SCHOOLS

SECTION I:  GENERAL INFORMATION

	Position Title:
Supplemental Programs Coordinator
	 Department:
 Teaching and Learning

	[bookmark: _GoBack]Immediate Supervisor’s Position Title:
Director of Teaching and Learning
	FLSA Status: 
Exempt

	Job Summary:  Under the direction of the Director of Teaching and Learning, the Supplemental Programs Coordinator assists in providing leadership and coordination of supplemental programming for the district.  Responsible for the effective and efficient operations of state and federal programs including, but not limited to the following programs:  Title I, Title II, Title III, English Learners, Achievement and Integration, and Gifted and Talented.  Coordinates and facilitates the implementation of state and local assessments for the district.



SECTION II:  ESSENTIAL DUTIES AND RESPONSIBILITIES

	
· Collaboratively coordinates and oversees State and Federal programs.  Responsibilities include:
· Preparation and submission of applications, plans, and reports
· Develop and Monitor budgets
· Monitor implementation
· Collect, prepare, and organize compliance documentation
· Facilitate relevant committees, including parent advisory committees
· Data gathering, analysis, and reporting
· Assist with hiring and coordination of program staff
· Programs include, but are not limited to:
· Title I
· Title II
· Title III
· English Learners
· RLIS
· Achievement and Integration (including liaisons)
· ADSIS
· Indian Education
· Literacy Incentive Aid
· Gifted and Talented

· Coordinate Translation Services for district 

· District Assessment Coordinator
· Organize and supervise district-wide assessment program including but not limited to:  W-APT, ACCESS, MCA, MTAS, ACT, MN Student Survey
· Ensure state and federal compliance of the District assessment program
· Complete Pre- and Post- Test editing for all state accountability assessments 
· Provide ongoing support and training for School Assessment Coordinators
· Coordinate with IT staff for setting up and administering state and local computer-based assessments

· Contributes to and supports the development of district and building level professional development for administrators, leadership teams, and staff related to instructional evidence-based practices, district goals/data, and professional learning communities

· Facilitates communication regarding programs between staff, administrators, students and parents.  
· Assists in coordinating building events related to supplemental programs.  

· Remains current on latest research and development in supplemental educations programming.  

· Additional responsibilities as assigned by the Director of Teaching and Learning.

	



SECTION III:  WORK REQUIREMENTS AND CHARACTERISTICS

	
EDUCATION/KNOWLEDGE REQUIREMENT:  Minimum education required to perform adequately in position could reasonably be attained only by completing the following:

	
REQUIRED EDUCATION/TRAINING
 (choose one)
	
DEGREE INFORMATION:    
Type of degree: (B.S., M.A., etc.)
Master’s Degree

	

	
less than high school diploma
	

	

	
High school diploma or GED.
	
Major field of study or degree emphasis:  
Educational Administration,  Educational Leadership or related area

	

	
1 year college
	

	
2 years college
	

	

	
3 years college
	

	
4 years college
	

	

	
1st year graduate level
	
Essential knowledge and specialized subject knowledge required to perform the essential functions of the job:
· Up-to-date on District, State and Federal policies
· Understanding of school laws, rules, and regulations
· Considerable knowledge of state and local testing requirements
· Considerable knowledge of EL population and their needs
· Knowledge of evidence based instructional strategies/practices and their impact on learning as well as State, Federal, and local requirements and standards
· Knowledge of current trends, theories, stages, and needs
· Knowledge of data-driven decision making and the use of longitudinal data to improve student learning
· Knowledge of research-based professional learning communities
· Grant and report writing

	
X
	
2nd year graduate level     
	

	

	
Doctorate level
	




	
Required Work Experience in Addition to Formal Education/Training:

Administrative experience supervising instructional programming and staff.

	

	
LICENSE/
CERTIFICATION
	
Identify licenses/certification required upon hiring:  
Teaching License and K-12 Principal Licensure (Administrator License)



	
ESSENTIAL SKILLS REQUIRED TO PERFORM THE WORK  

	
Skilled in:
· Ability to develop and maintain professional relationships with others including students, parents, and other professionals, and outside agencies. 
· Providing leadership, purpose and direction for groups and individuals, supporting the development of a shared vision for the district, and formulating goals and planning changes with the staff by setting priorities in terms of the community, the district, staff, and students. 
· Information collection, including gathering facts and data, seeking knowledge of policies, rules, laws, precedents and practices, managing data flow, and classifying and organizing information for decision making and monitoring of outcomes. 
· Problem analysis and solving skills including analyzing information, framing issues and identifying causes, seeking additional information, framing and reframing possible solutions, demonstrating conceptual flexibility and assisting others in forming opinions. 
· Organizational oversight, including scheduling work, using resources appropriately to meet goals, scheduling activity flow, monitoring procedures to regulate activities, as well as project deadlines. 
· Planning, formulating and implementing building and district levels programs, activities and services consistent with district directives and policies. 
· Delegation of authority, including assigning tasks so that they can be accomplished in a timely and appropriate manner, utilizing subordinates appropriately, and follows up on work tasks. 
· Public relation and communication functions, activities and programs. 
· Excellent large and small group presentation skills. Dealing with children, staff, parents, administrators and other educational professionals related to parent and student learning issues and concerns.  Interactions require persuasion, instruction and working with others to gain cooperation and understanding of educational issues/needs.  
· Advises and makes recommendations to district administrators or committees concerning programming needs



	
RESPONSIBILITY FOR DIRECT SUPERVISION OF THE FOLLOWING POSITIONS 


	
	
Titles of Positions Directly Supervised
	
# of Employees

	
	

	


	
TOTAL
	
0



	
INDIRECT SUPERVISION:

	
Number of employees indirectly supervised:
Bilingual Paraprofessionals
Cultural Liaisons
	
Total: 
Approx. 15+





	HAZARDOUS WORKING 
CONDITIONS:  The essential duties of the work are performed under various physical hazards or environmental conditions noted
	Unusual or hazardous working conditions related to performance of duties:





	
	PHYSICAL JOB REQUIREMENTS: Indicate according to essential duties/responsibilities

	
Employee is required to:
	
Never
	
1-33%
Occasionally
	
34-66%
Frequently
	
66-100%
Continuously

	
Stand
	

	

	
x
	


	
Walk
	

	
x
	

	


	
Sit
	

	

	
x
	


	
Use hands dexterously (use fingers to handle, feel)
	

	
x
	

	


	
Reach with hands and arms
	

	
x
	

	


	
Climb or balance
	

	
x
	

	


	
Stoop/kneel/crouch or crawl
	

	
x
	

	


	
Talk or hear
	

	

	

	
x

	
Taste or smell
	

	
x
	

	


	
Physical (Lift & carry):                                               up to 10 pounds
	

	

	
x
	


	
up to 25 pounds
	

	

	
x
	


	
up to 50 pounds
	x
	
	

	


	
up to 75 pounds
	x
	

	

	


	
up to 100 pounds
	x
	

	

	


	
more than 100 pounds
	x
	

	

	




	
	PHYSICAL JOB REQUIREMENTS: Indicate according to essential duties/responsibilities

	
Physical requirements associated with the position can be best summarized as follows:

Light Work: 
Exerting up to 20 pounds of force occasionally, and/or up to 10 pounds of force frequently, and/or negligible amount of force constantly to lift, carry, push and pull or otherwise move objects in the performance of the job.





SECTION IV:  CLASSIFICATION HISTORY AND APPROVAL

	
This Position Description reflects an accurate and complete description of the duties and responsibilities assigned to the position.

__________________________________________________		____________________
Department Head’s Signature								                              		Date


Classification History:

Description created March 2016


  Date Board Adopted:__________________
	




