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Coordinator of SHARS and Special Services
Employee Name (Print): _______________________________________


Reports To:	Director of Special Populations and Federal Programs	Classification:	Professional

Dept/Campus:	Instructional Services					Paygrade:	Pro-4

[bookmark: _GoBack]Wage/Hr Status: 	Exempt							Revised:	January 2015


This job description reflects management’s assignment of essential functions; it does not prescribe or restrict the tasks that may be assigned.

PRIMARY PURPOSE:
Responsible for data, records, and documentation related to Special Populations, Medicaid, state programs, for the Special Populations Department.  Collaborate with district staff and outside personnel to develop, implement, and evaluate the SHARS funding/reimbursement programs. Develops and delivers professional development related to special education curriculum, instruction, and assessment.  Works under general supervision and handles confidential information with frequent contact with all levels of district employees, outside agencies, and the general public. 

QUALIFICATIONS:

Education/Certification:
Preferred Master’s degree in education
Valid Texas Teaching Certificate

Special Knowledge/Skills:
Knowledge of school district organization, operations, and administrative policies
Ability to coordinate campus functions and activities
Excellent and effective organization, communication, and interpersonal skills
Demonstrated skills in developing and delivering staff training and intense support
Ability to analyze complex information and synthesize into readable and persuasive written material
Ability to use personal computer and software to develop spreadsheets, databases, and perform word processing
Calm and patient demeanor
Ability to meet established deadlines

Experience:
Two years experience working with compliance, regulations, and various accountability systems in the education field or public sector
Requires experience in generating detailed reports and implementing sustained professional development

MAJOR RESPONSIBILITIES AND DUTIES:


1. Update and maintain accurate student Medicaid records on a timely basis.

2. Monitor and evaluate SHARS (School Health and Related Services) program to ensure compliance with regulations and guidelines.

3. Submit bills and reimbursement documents to Medicaid on a regular basis for eligible special services provided by the district.

4. Compile information, prepare and submit reports as needed and required, including those responsibilities related to SHARS and Performance Based Monitoring.

5. Responsible for storage, filing, and records requests for special education student records.

6. Assist Instructional Services staff with curriculum, instruction, and assessment related to special education students.

7. Lead in the creating and implementing of modified assessments to complement the district's General Education Assessment Plan, at both the elementary and secondary levels

8. Support Collaborative Teaching with both special education and general education classroom teachers.

9. Provide additional professional development supporting the operations of the Special Populations Department.

10. Respond to teacher requests and support curriculum implementation, instruction, accommodations, and modifications in teacher classrooms.

11. Participate in ARD meetings upon request.

12. Prepare correspondence, forms, manuals, reports, and requisitions as assigned.

13. Accurately maintain and update complex physical and computerized files, manuals, handbooks, and logs for the special education department.

14. Maintain an accurate knowledge base and comply with state, district, and school policies, law, and regulations concerning primary job functions.

15. Maintain strict confidentiality.


EQUIPMENT USED:
Personal computer, typewriter, printer, fax, copier, scanner and calculator

WORKING CONDITIONS:

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 will be made if necessary:

Mental & Physical Demands:
Reading; ability to perform basic arithmetic, ability to communicate effectively (verbal and written), maintain emotional control under stress, working with others in a non-coercive manner, maintain a clear focus on customer service

Must be able to position and move about within the work area. Ability to retrieve, transport, position/reposition items, supplies and equipment; typically frequent reaching, repetitive hand/arm motions, bending, stooping and kneeling are necessary; prolonged use of computer; frequent interruptions; ability to reposition and transport 50lbs. Occasional prolonged and irregular hours.


The foregoing statements describe the general purpose and responsibilities assigned to this job, and are not an exhaustive list of all responsibilities, duties and skills that may be required.
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