SCHOOL DISTRICT POSITION DESCRIPTION

Position Title:

Director of Support Services

Reports to:

Superintendent






Update: 1/22/2020
SUMMARY:
To provide for the organization, development and management of support services, which include special education and instructional support.

ESSENTIAL DUTIES AND RESONSIBILITIES:  Other duties may be assigned.

· Cooperate with the superintendent in maintaining an effective administrative management team concept.

· Has first line responsibilities for directing both professional and support personnel who directly service exceptional children and students involved in instructional support.

· Recommends policies and programs essential to the needs of exceptional children.

· Evaluates existing programs and recommends changes as needed.

· Assists in the adoption of school policies, especially those regarding special education needs.

· Keeps informed of all legal requirements governing special education.

· Develops and initiates surveys for continuous identification of exceptional children, and for evaluation of programs by students and staff.

· Supervises and coordinates special education programs gifted support programs, and programs for students eligible for Section 504 Accommodation Plans.

· Supervises and coordinates instructional support services.

· Supervises and coordinates related services provided by the district, IU and other contracted agencies to district students.

· Establishes procedures for placement, evaluation, assignment, and reappraisal of students with regard to special education services.

· Supervises and coordinates instruction in the home for exceptional students.

· Assists in recruitment, selection and recommendation for hiring of any special education personnel.

· Assumes responsibility for maintaining reports, records and other documents legally required or administratively useful, as well as individual records of all students receiving special services.

· Develops budget recommendations and provides preliminary approval for supplies, materials and equipment used by special education personnel.

· Makes recommendations on design, furnishings, equipment and location of new special education facilities.

· Supervises and coordinates the school nursing staff for district-wide concerns, including policy review and district-wide procedures.

· Assists in coordinating homebound instruction.

SUPERVISORY RESPONSIBILITIES:
Supervises professional and support personnel who directly service children identified as needing special education, gifted support and those children engaged in the instructional support system.

Carries out supervisory responsibilities in accordance with the organization’s policies and applicable laws.  Responsibilities include interviewing, hiring and training employees; planning, assigning and directing work; appraising performance; rewarding and disciplining employees; addressing complaints and resolving problems.

QUALIFICATION REQUIREMENTS: To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed below are representative of the knowledge, skill and/or ability required.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

EDUCATION and/or EXPERIENCE:

A minimum of a master’s degree from a state and/or regionally accredited institution.  A valid Special Education Supervisor certificate issued by the Commonwealth of Pennsylvania.  A minimum of five years of successful teaching and/or administrative experience in a public school.

CERTIFICATES, LICENSES, REGISTRATIONS:
Valid Special Education Supervisor certificate.

LANGUAGE SKILLS:

Ability to read, analyze and interpret common scientific and technical journals, financial reports, and legal documents.  Ability to respond to common inquiries or complaints from staff, regulatory agencies or members of the business community.  Ability to write speeches and articles for publication that conform to prescribed style and format.  Ability to effectively present information to administrators, staff, public groups/community and board of education. 

MATHEMATICAL SKILLS:

Ability to work with mathematical concepts such as probability and statistical inference.  Ability to interpret an extensive variety of technical instructions in mathematical or diagram form and deal with several abstract and concrete variables.

REASONING ABILITY:

Ability to define problems, collect data, establish facts and draw valid conclusions.  Ability to interpret an extensive variety of technical instructions in mathematical or diagram form and deal with several abstract and concrete variables.

OTHER SKILLS and ABILITIES:

Ability to apply knowledge of current research and theory in specific field.  Ability to establish and maintain effective working relationships with students, staff and the school community.  Ability to speak clearly and concisely both in oral and written communication.  Ability to perform duties with awareness of all district and board of education requirements.

PHYSICAL DEMANDS: The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
While performing the duties of this job, the employee is frequently required to sit, walk, stand and talk or hear.  Specific vision abilities required by this job include close vision and distance vision.  Frequent driving is required while meeting the demands of this job.  Occasionally, yet essential to this position the individual must meet deadlines with severe time constraints, interacting with the public and other workers.  Occasionally the position requires the employee to work irregular or extended hours and meet multiple demands from several people.

WORK ENVIRONMENT:  The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

The noise level in the work environment is moderate with frequent interruptions.

The information contained in this job description is for compliance with the American with Disabilities Act (A.D.A.) and is not an exhaustive list of the duties performed for this position.  Additional duties are performed by the individual currently holding this position and additional duties may be assigned.
