
CERTIFICATED 

Work 

Location 
Roseland School District Office 

Responsible 

To 
Superintendent or designee 

Work Year 
As determined per union 

negotiations 
Hours 

Up to full-time (7.25 hours 

per day) 

Salary 
Appropriate step and column on the 

Certificated Salary Schedule 
Benefits 

On a pro-rata basis for FTE 

of 50% or more 

 

Definition: 
Under the direct supervision of the Superintendent or designee, the ELL Coordinator will be 

responsible for overseeing all aspects of identification, placement and annual progress 

monitoring of ELL Students.  

Duties and Responsibilities: 
Duties and responsibilities may include, but are not limited to, the following: 

 Oversee identification, placement, and annual progress monitoring of EL students. 

 Serve as Local Education Agency (LEA) English Language Proficiency Assessments for 

California (ELPAC) Coordinator for District and Charter. 

 Coordinate, conduct, and support ELPAC testing for all sites: 

 Train, schedule, and oversee substitute teacher test administration team twice a year for 

Initial and Summative ELPAC at all elementary sites.  

 Train instructional assistants for test administration at secondary sites. 

 Oversee the ordering, inventory, distribution, collection, and shipment of test materials. 

 Identify new students eligible for testing, and monitor test completion for all students 

(including transfers). 

 Administer test to new students who enroll in the district throughout the year (outside of 

ELPAC testing windows). 

 Serve as liaison amongst other districts for all EL inquiries on incoming new students and 

students leaving our district.  

 Maintain all district and charter student EL files. 

 Maintain EL and migrant data in SchoolWise and CALPADS and verify data for reports 

certifications.  

 Monitor and maintain all reclassification procedures for students, including annual 

follow-up. 

 Assist with Migrant Education Program as needed, including facilitating student needs 

assessments and learning plans for all migrant students. 

 Facilitate District English Learner Advisory Committee. 

 Complete/oversee English Learner Master Plan, English Learner Parental Notifications 

and other EL documents to ensure program compliance requirements.  

 Attend Board meetings as required for report outs. 

 Maintain list of EL Newcomer Students. 

 Provide assessment data and reports as needed. 



 Assist with ordering of supplemental materials/programs to support EL students, 

including newcomers.   

 Participate in professional development in order to meet the needs of English Learners 

and to stay current with any changes in state requirements related to English Learner 

programs. 

 Other related duties as assigned to support implementation of EL programs. 

Employment Standards 

Qualifications: 

 An appropriate, valid, CA State teaching credential. 

Licenses and Other Requirements: 

 A valid California driver’s license, including clean driving record and evidence of 

appropriate automobile insurance based on DMV regulations may be required. This 

position requires frequent traveling by the employee’s own vehicle. 

 Fingerprint and TB clearance  

Physical Demands: 
The physical requirements indicated below are examples of the physical aspects that this 

position classification must perform in carrying out essential job functions. Reasonable 

accommodations may be made to enable individuals with disabilities to perform the essential 

functions. 

 Sitting or standing for extended periods of time when performing duties inside or outside 

the work office may be required. 

 Lifting and/or moving materials up to twenty (20) pounds  

 Subject to walking, bending, reaching and twisting. 

 Hearing and speaking to exchange information in person and on the telephone and to 

make presentations; seeing to conduct inspections, read, prepare and proofread 

documents; manual dexterity to operate business related equipment, handle and work 

with various materials and objects are important aspects of this job.   

 Frequent use of computer, mouse and keyboard. 

 The job is performed under minimal temperature variations, is generally a hazard free 

environment in a clean atmosphere. The noise level in the work environment is usually 

moderate. 
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