
YUBA COUNTY OFFICE OF EDUCATION 
Certificated Confidential Job Description 

 
INCLUSION TRAINING SPECIALIST 

 
DEFINITION: 
Under the direction of the Assistant Superintendent of Special Education, provides on-site 
coaching, planning and support to community programs, and districts with a continuum of 
inclusion opportunities for children with special needs and disabilities, birth to 5 years of age 
using evidenced based practices; supports programs to develop action plans based on root cause 
analysis, and provides professional development seminars to community programs, and districts. 
Performs other related duties as assigned by the supervisor. 
 
DIRECTLY RESPONSIBLE TO:   
Assistant Superintendent of Special Education 
 
SUPERVISION OVER:   
None; provide assistance and guidance to other staff. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES:  

• Provides on-going training and support to Inclusion programs within school districts and 
community agencies through observations, assessments, and follow-up 
recommendations; develops and implements Inclusion program goals and assists in the 
organization and implementation of inclusive practices.  

• Facilitates, plans, develops, implements, and maintains community partnerships with 
school districts, early childcare programs, and community agencies to promote successful 
Inclusive practices.  

• Develops, plans, and delivers trainings on various topics related to supporting inclusion 
and early care environments for birth to 5 years of age; maintains current evidence-based 
practice and information to support trainings.  

• Develops and maintains age-appropriate supplemental/adapted broad-based materials 
including books, web-based resources, classroom resources, DVDs and modules that 
align with Infant/Preschool Learning Foundations for children with and without special 
needs or disabilities.  

• Provides classroom observations, on-site coaching visits, phone consultations, webinars, 
professional development based on infant/preschool learning foundations, universal 
design for learning, multi-tiered systems of support; develops resources and materials for 
teachers, administrators, programs, and districts based on the needs identified through 
these venues and data from evaluations.  

• Provide assistance to teachers in adaptation of core curriculum to meet needs of learning 
disabled students. 

• Coordinates and facilitates meetings and participates in the development of collaborative 
projects with districts, community agencies or other instructional institutions including 
teachers, master teachers, Special Education Directors, and Child Development Program 
Director permit level staff; meets with district representatives to provide observations and 
feedback to Inclusion classrooms; meets to discuss starting Inclusion practices at 
Inclusion sites.  
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• Operates a computer and assigned software programs; operates other office equipment as 

assigned.  
• Consults and collaborates with administrators, teachers, psychologists, principals, 

parents, district representatives and community agencies about individual student 
concerns and successes in Inclusion environments.  

• Maintains records of inquiries and receives feedback on support given through ongoing 
evaluations.  

• Facilitates meetings, creates agendas, and maintains minutes for meetings at Inclusion 
sites, school district or other locations as needed.  

• Responds to inquiries, issues, and concerns regarding the Inclusive practices; 
communicates with administrators, personnel, and outside organizations to coordinate 
activities, resolves issues and conflicts and exchanges information; advises on Inclusion 
program goals and objectives.  

 
MINIMUM QUALIFICATIONS: 
 
Education, Training and Experience: 

• Bachelor’s degree in education or closely related field. Master’s preferred. 
• Three years of special education/general education classroom experience in inclusive 

settings coaching or teaching.  
 
Knowledge of: 

• Typical and atypical development for children from birth to 5 years of age. 
• Curriculum development for both the general education and preschool education. 
• IDEA Part B and C program procedures and requirements. 
• Adult learner development. 
• General education and special education for children from birth to 5 years of age. 
• Practices and procedures related to the teaching profession. 
• Childcare program licensing requirements. 
• Evidence-based practices including State guidelines for children birth to 5 years of age. 
• Correct English usage, grammar, spelling, punctuation, and vocabulary.  
• Interpersonal skills using tact, patience, and courtesy.  
• Health and safety regulations. 
• Record-keeping and report preparation techniques. 
• Person First Terminology. 
• Operation of a variety of office equipment and software, including but not limited to 

Microsoft Office Suite and Google Suite. 
 
Skills and Abilities: 

• Provide on-going training and support to Inclusion programs within school districts and 
community agencies through observations, assessments, and follow-up recommendations. 

• Develop and implement Inclusion program goals, strategic plans, objectives, policies, and 
procedures. 
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• Facilitate, plan, develop, implement, and maintain community partnerships with school 

districts, early childcare programs, and community agencies to promote successful 
Inclusion environments and practices. 

• Read, interpret, and follow pertinent federal, state, and local laws, codes and regulations 
including administrative and department policies and procedures. Communicate 
effectively in both oral and written form; read, understand and follow instructions.  

• Demonstrate sensitivity to and understanding of the diverse academic, socioeconomic, 
cultural, ethnic backgrounds, and physical and learning disabilities of staff, students, and 
the community. 

• Works collaboratively with assigned supervisor and team members to assure the effective 
and efficient operation of the assigned department/program. 

• Follow and assure compliance with health and sanitation requirements. 
• Interpret, apply, and explain rules, regulations, policies, and procedures. 
• Establish and maintain cooperative and effective working relationships with others. 
• Understand and maintain confidentiality. Work independently and make decisions within 

the framework of established guidelines.  
• Manage and prioritize multiple activities.  
• Oversee and participate in the preparation and maintenance of records and reports.  
• Adapt to changing program/department needs. 

 
Physical Requirements: 

• Eyesight corrected or uncorrected sufficient to read a variety of materials including but 
not limited to fine print.  

• Hearing with or without use of hearing aid(s) sufficient to hear any conversation with 
others.  

• Manual dexterity and coordination sufficient to operate office and/or classroom 
equipment.  

• Sitting, standing and/or walking for extended periods of time.  
• Bending at the waist, kneeling, or crouching; climbing or balancing while using step 

stool. 
• Ability to lift light objects (less than 20 lbs.) on an intermittent basis. May be required to 

lift heavy objects on an intermittent basis. Requires two or more persons or hand truck or 
cart to lift 50 pounds or more. Requires two or more persons to lift 50 pounds or more. 

 
Work Environment: 
This is an itinerant position, and employees must be self-sufficient with regards to travel between 
school sites to provide services. Employees in this position will be required to work in an office 
and/or school facility environment with regular interruptions and participate in small and large 
group meetings. 
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Licenses and Certifications: 

• Valid Educational Specialist Instruction Credential  
• Valid California Class C Driver’s License with proof of automobile liability insurance. 
• Valid Program Director Child Development Permit or Administrative Credential 

  
Employee Classification: Certificated Management 
Salary Range: Specialist 
Approval Date: January 23, 2025 
 
 

The job description is not intended to be an exhaustive list of all the duties, knowledge, or 
abilities associated with this classification, but it is intended to accurately reflect the principal 

job elements. 
 
  


