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Coordinator of Special Education

Employee Name (Print): _______________________________________


[bookmark: _GoBack]Reports To:	Director of Special Populations

Dept/Campus:	Special Populations					Paygrade: Pro-4

Wage/Hour Status: 	Exempt						Date 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:
Supervise and support the development and implementation of best practices in special education services and interventions. Provide leadership through training and monitoring campus-based teams to ensure student success. Coordinate with district/campus administrators, parents, staff and community agencies regarding service delivery to students with special needs, interpretation of policy, state and federal mandates, philosophy and vision of the special education department.

QUALIFICATIONS:

Education/Certification:
Preferred Master’s degree 
Valid Texas Teaching Certificate with Special Education Endorsement

Special Knowledge/Skills:
Ability to coordinate campus functions and activities
Ability to interpret policy, procedures, and data
Ability to communicate with all levels of special needs students and their parents.
Knowledge of federal and state laws pertaining to the education of students with disabilities
Strong organizational, communication, public relations, and interpersonal skills
Calm and patient demeanor with students and others

Experience:
Preferred two years of experience in teaching special needs persons

MAJOR RESPONSIBILITIES AND DUTIES:

1. Collaborates with others (e.g. Director of Special Education, teachers, campus principals, other professional staff, parent groups, community organizations, public agencies, etc.) for the purpose of implementing and maintaining services in accordance with the programmatic and regulatory requirements.

2. Coordinates Extended School Year services

3. Ensure accurate data collection and monitoring of State Performance Plan Indicators 7 (Early Childhood Outcomes), 11 (Child Find Data), and 12 (Early Childhood Transition)

4. Provide training and assistance to Elementary Special Education Teachers and Secondary Self-contained Teachers through classroom observations, effective teaching strategies and classroom management techniques.

5. Monitor, promote compliance, and effectively document lack of compliance and areas of concern regarding campus and district special education compliance, tracking systems, staffing issues, least restrictive environment, high expectations, PBMAS indicator status and instructional progress.

6. Coordinate PPCD staffing needs and structure.

7. Serves as a resource to district personnel and as a liaison to various agencies for the purpose of explaining procedures conveying and/or receiving information as needed for the planning, developing and evaluating of services related to special education.

8. Conduct monthly folder checks for teacher access to SEAS, progress reports, IEP implementation, related services and ARD participation.

9. Coordinate staff development for paraprofessionals in the Special Education Department.

10. Provide support for ARD Meetings in self-contained classroom settings.

11. Provide support for the  Adaptive Physical Education Program and Special Olympics


12. Communicate effectively with parents and the community to ensure the success of the students and staff.

13. Comply with district policies and state and federal laws and regulations affecting the schools.

14. Develop professional skills appropriate to job assignment.

15. Demonstrate professional, ethical, and responsible behavior. Serve as a role model for all campus staff and students.

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 Demands:
Maintain emotional control under stress; subject to deal with a variety of stressful situations as they arise; 

Physical Demands:
Frequent movement is typically required from one facility to another and from room to room inside facilities. Adjusting and positioning of equipment, materials and students will be required; ability to control sudden violent or extreme physical acts of others may be required at times to manage student behavior; normal office environment as well as inside and outside duties;  frequent district wide travel,  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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