          
POSITION DESCRIPTION
WILLMAR PUBLIC SCHOOLS

SECTION I:  GENERAL INFORMATION

	Position Title:
Program Coordinator - ALC
	 Department:
 Administrator

	Immediate Supervisor’s Position Title:
Assistant Principal – Senior High
	FLSA Status: 
Exempt

	Job Summary:
Under the direction of the Assistant Principal, the Program Coordinator is responsible for overseeing, planning, and implementing the programs, services, operations and staff involved in the delivery of alternative programs within the Area Learning Center.



SECTION II:  ESSENTIAL DUTIES AND RESPONSIBILITIES

	· [bookmark: _GoBack]Plans and coordinates the educational programming for the Alternative Learning Center.  
a) Determines weekly classes to offer, classroom assignments and staffing availability.
b) Establishes program guidelines and operational procedures.
c) Sets up schedules, secures staff and administers the ALC program.  
d) Oversees completion of necessary paperwork.
e) Assists the Assistant Principal with daily personnel issues.
f) Conducts staff meetings.
g) Oversees personnel requests.
h) Is responsible for program budget in conjunction with Assistant Principal.  Monitors and maintains fiscal balances.
i) Handles staff development reports and district goal reports.
j) Guides, directs and motivates staff.
k) Arranges for staff substitutes, when needed.
l) Reviews and processes staff timesheets in accordance with district procedures.

· Oversees student activities.
a) Is responsible for student schedules and registration.
b) Is responsible for attendance and credit reporting as well as transcripts.
c) Is responsible for student discipline.

· Coordinates with other programs for daily operations.
d) Acts as liaison with other district programs.
e) Acts as liaison with outside agencies.
f) Coordinates student movement to and from other programs.
g) Attends district administrative meetings as requested.  
· Coordinates daily life-safety operations.
h) Oversees transportation of students.
i) Oversees food services of students.
j) Oversees building and equipment maintenance.
k) Handles bus incident reports as needed.
l) Handles safety drills and crisis plan for program.

· Coordinates the Special Education child study process
a) Attends IEP staffing as district representative or arranges for a substitute.
b) Authorizes and reviews special behavioral programs as needed.
c) Oversees IEP staffing arrangements.
d) Attends district Special Education Coordinator meetings monthly.
· Provides for appropriate communications with parents.
a) Responds to parent request for information.
b) Shares required and timely school information with parents.

· Promotes Alternative Education Programs.

· Assists Assistant Principal in developing program and curriculum components.

· Coordinates testing requirements:  NWEA, MCA, BST, SPED
· Performs other duties of a comparable level or type, as required.
a) Provides professional expertise and assistance to individuals, other district staff and the community concerning
areas of expertise/knowledge.
b) Attends training sessions, conferences, seminars, district and departmental meetings.
c) Keeps abreast of changing developments and trends related to the field.


	



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.)
Bachelor’s Degree

	

	
less than high school diploma
	

	

	
High school diploma or GED.
	
Major field of study or degree emphasis:  
Education


	

	
1 year college
	

	
2 years college
	

	

	
3 years college
	
x
	
4 years college
	

	

	
1st year graduate level
	
Essential knowledge and specialized subject knowledge required to perform the essential functions of the job:
· Knowledge of local state and federal laws/regulations/standards as they pertain to alternative programming.
· Knowledge of supervisory fundamentals, principles and trends.
· Fundamentals of budget planning and monitoring of community education programs.
· Knowledge of district administrative policies and procedures.
· Knowledge of procedures, practices and methods in planning, evaluating and designing educational programs and services.
· Knowledge of family systems and child development principles, theories, instructional technologies and curriculum development.
· Knowledge of community resources and community organizations in areas pertaining to alternative programming.
· Concepts, principles and philosophy of lifelong learning, public education, and relationship of community education to K-12 programming.

	

	
2nd year graduate level     
	

	

	
Doctorate level
	

	Required Work Experience in Addition to Formal Education/Training:
Minimum of 3 years teaching experience.

	
LICENSE/
CERTIFICATION
	
Identify licenses/certification required upon hiring:  
Licensure in Teaching.




	
ESSENTIAL SKILLS REQUIRED TO PERFORM THE WORK  

	
Skilled in:
· Developing, formulating, evaluating and implementing alternative programs and services.
· Supervising, leading, delegating, and evaluating the activities of program personnel.
· Group facilitation skills, presentational skills, and writing and communication skills.
· Preparing, recommending and monitoring the budget for assigned program areas.
· Identifying and seeking out resources available in the community, private organizations or governmental agencies that can be used to improve and enhance the services provided by and through alternative education.
· Developing, motivating, and fostering collaborative relationships both inside and outside of the organization.  Interactions are frequently with district staff, community members, advisory council members, district managers, and representatives of other agency’s or organizations.



	
RESPONSIBILITY FOR DIRECT SUPERVISION OF THE FOLLOWING POSITIONS 


	
	
Titles of Positions Directly Supervised
	
# of Employees

	1
	
Teachers
	
15-20

	2
	
Custodian, Secretary & Paras – Library General Paras, Special Education Paras
	
10-15

	
TOTAL
	
25-35



	
INDIRECT SUPERVISION:

	
Number of employees indirectly supervised:

	
Total:           
0



	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:
Duties are generally performed in an administrative/office/school setting where there are minimal environmental hazards and risks.  Employee(s) may be exposed occasionally to disagreeable or stressful conditions involving human interactions.






	
	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 25 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 June 2010


  Date Board Adopted:__________________
	



This description describes the general nature and work expected of an individual assigned to this position. Employees may be required to perform other job-related duties as requested by their supervisor. All requirements are subject to possible modification to reasonably accommodate individuals with a disability.
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