
 

BEAUFORT COUNTY SCHOOLS JOB DESCRIPTION 

 

JOB TITLE: DIRECTOR – EXCEPTIONAL CHILDREN SERVICES 

 

 

GENERAL STATEMENT OF JOB 

 

Under limited supervision, performs a variety of supervisory and administrative tasks in monitoring 

and assisting the programs for Exceptional Children in the Beaufort County School System. 

Employee directs and supervises programs and services for students in the system with special needs. 

Employee coordinates the efforts of federal, state and local agencies, private specialists, parents, and 

division supervisors to provide the services needed by students. Employee monitors the overall 

effectiveness of programs and ensures all are implemented within federal, state and local regulations. 

Employee supervises a group of Exceptional Child Services staff, as well as the Supervisor of 

Psychological Services and School Psychologists. Reports to the Chief Academic Officer.   

 

 

ESSENTIAL JOB FUNCTIONS 

 

Plans, develops, and implements a comprehensive program for students with disabilities, which 

assesses needs of students, establishes objectives and priorities, delegates responsibilities to staff, 

develops strategies to achieve objectives and evaluates programs.  

 

Provides direction, consultation and supervision to EC Staff; consults with centrally based staff and 

school-based staff on individual cases and on interpretation of federal, state and local policies and 

procedures. 

 

Develops and implements standards, policies and procedures related to exceptional child services; 

develops short and long range goals for the division; monitors the progress of various services; makes 

recommendations for changes. 

 

Works in conjunction with the State Department of Public Instruction, the Office for Civil Rights, 

and various other agencies to meet the needs of students; prepares and monitors contracts with 

individuals and agencies for special services not available through the school system; ensures 

compliance of programs with federal, state and local regulations. 

 

Coordinates with local agencies, parents and school personnel to resolve problems and secure needed 

resources and services. 

 

Responds to calls and correspondence regarding programs and services offered. 

 

Supervises and conducts personnel administration duties for staff, including hiring, evaluating, 

assigning special duties, monitoring attendance and travel reports, and granting leave. 

 

 



 

 

 

Assists in the preparation of budgets for the programs; coordinates with other departments or agencies 

to ensure maximum services; monitors expenditures of approved budget. 

 

Coordinate placement decisions for separate special educational classes via communication with 

school personnel and EC Staff. 

 

 

Supervise the use of The Comprehensive Exceptional Children Accountability System (CECAS) for 

the State Department of Public Instruction.   

 

Supervise the CECAS Data Manager. 

 

Supervise and conduct the twice-yearly Child Count submission to NCDPI and OSEP. 

 

 

Supervise Medicaid billing and all changes to the system to meet the specific needs of Beaufort 

County Schools. 

 

Prepare and organize data for NCDPI, OSEP, Board of Education, Superintendent, media, and various 

other departments.  

 

Consult with the school board attorney on individual cases when necessary. 

 

Attends state level meetings regarding policies, procedures, and legal updates. 

 

 

ADDITIONAL JOB FUNCTIONS 

 

Performs other related work as required. 

 

MINIMUM TRAINING AND EXPERIENCE 

 

Batchelor’s degree in Education or a related field, and 6 to 9 years of experience as a program 

administrator or building principal; or any equivalent combination of training and experience which 

provides the required knowledge, skills and abilities. 

 



 

 

 

 

 

SPECIAL REQUIREMENTS 

 

Certification as an Exceptional Child Program Administrator. 

 

 

KNOWLEDGE, SKILLS AND ABILITIES 

 

Considerable knowledge of federal, state and local agencies that provide services for children with 

special needs. 

 

Considerable knowledge of local, state and federal policies and procedures regarding exceptional 

children. 

Considerable knowledge of the County and School Board policies, procedures and standards 

regarding education. 

 

Considerable knowledge of the organization and communication channels of the school system.  

 

Considerable knowledge of the ethical guidelines applicable to the position as outlined by 

professional organizations and/or federal, state and local laws, rules and regulations.  

 

Considerable knowledge of the current literature, trends, methods and developments in the area of 

exceptional children.  

 

Considerable knowledge of the principles of supervision, organization and administration.  

 

General knowledge of the North Carolina Standard Course of Study. 

 

Skill in counseling and developing staff.  

 

Ability to assess the needs of students. 

 

Ability to plan, develop, implement and evaluate large programs. 

 

Ability to develop and implement policies, procedures and standards for services offered. 

 

 



 

 

 

Ability to evaluate the effectiveness of existing programs and make recommendations for 

improvements. 

 

Ability to maintain complete and accurate records and statistics and to develop meaningful reports 

from that information.  

 

Ability to effectively express ideas orally and in writing.  

 

Ability to make oral presentations before large groups of people.  

 

Ability to exercise considerable tact and courtesy in frequent contact with the public.  

 

Ability to establish and maintain effective working relationships as necessitated by work assignments. 

 

DISCLAIMER 

 

The preceding job description has been designed to indicate the general nature and level of work 

performed by employees within this classification. It is not designed to contain or be interpreted 

as a comprehensive inventory of all duties, responsibilities, and qualifications required of 

employees to this job. 

 

 

 


