
Job Description – Director of Student Services

Qualifications:  
Arizona Special Education Endorsement/Certification and Masters degree or above in education required, Doctorate preferred.  Must successfully pass a background check.

Reports to:
Superintendent

Job Goals:
To provide a positive program to assist students with special needs achieve their potential by working with parents, staff, State and Federal agencies

I.    Professional Responsibilities

1. Demonstrates effective team building

· Is fair and consistent in dealing with others

· Uses discretion in handling situations that require confidentiality

· Encourages and practices effective communication

· Promotes a positive climate

· Demonstrates high expectations for self and others

2. Demonstrates effective communication skills

· Uses written and oral communication professionally

· Communicates decisions in a timely manner

· Gives clear and explicit explanations

· Plans for and promotes positive public relations

3. Establishes systematic procedures for identifying and accomplishing goals

· Forecasts needs and availability of resources

· Determines priorities

· Develops goals and objectives

· Establishes timelines

· Organizes and assigns resources

· Implements established plans

· Evaluates plans

4. Provides leadership

· Initiates positive new ideas

· Provides motivation

· Assists others in the enhancement of developing individual strengths

· Participates in staff development

· Stays current in job-related activities

· Adapts to and supports change

· Demonstrates service to the school

· Demonstrates service to the community

· Keeps the Superintendent informed

5. Acts in accordance with district policies/procedures, philosophies and state/federal regulations

· Consistently follows, maintains, and conforms to district policies/procedures and state/federal regulations

· Promotes and monitors staff conformance and takes appropriate action when necessary

· Participates in the development and review of school policies and regulations

· Strives to stay informed regarding policies and regulations applicable to his/her position

· Select appropriate channels for resolving concerns/problems

· Promotes district vision, beliefs, values and mission

6. Demonstrates employee responsibility

· Is on time and well prepared

· Provides professional information to the school district as requested

· Completes duties accurately and promptly

· Encourages, models, and maintains high standards of conduct

· Attends meetings and serves on committees

· Maintains and submits required reports in a timely manner

· Promotes the belief that all students can and will learn

· Communicates effectively with parents and community

· Maintains professional relationships with colleagues, supervisors and peers

· Performs other duties as requested by the Superintendent

II.   Job Specific Responsibilities

7. Plans training and staff development meetings

· Recruits, hires, assigns, and evaluates special education staff

· Develops and monitors policies, procedures, and guidelines in relation to providing special education services

· Helps train and inform the school board of special education compliance

· Schedules and sets the agenda for regularly scheduled district-wide special education staff meetings

· Provides follow-up for each meeting to the staff and other administration

· Solicits concerns, problems, and issues to discuss from the special education staff

8. Participates in staffing of students and selection of IEP’s

· Ensures that correct procedures for evaluation, placement, and dismissal of students in all special education programs are adhered to

· Schedules and coordinates the child identification and placement process

· Attends staffing of students in the district where a recommendation for out-of-district placement may be made

· Attends staffing of students placed in outside agencies and monitors the IEP

· Monitors procedures for reviewing, selecting, and ordering instructional materials

· Provides resources and materials for staff to review and try

9. Supervises the mainstreaming of students

· Works with the Building Principals to assign and schedule students into the regular program

· Provides staff development activities and professional support to regular classroom staff

· Observes in classrooms where handicapped students are mainstreamed

10. Provides timely reporting of special education programs

· Prepares and makes regular reports to the board of education in relation to special education programs

· Completes and submits all application and reports required for Title VI-B

· Completes and submits all applications for Preschool grants, ECBG, and gifted

11. Supervises the maintenance of special education student records

· Monitors records on a regular basis to ensure that they are properly completed, signed, and filed

· Reviews, revises, and updates record forms and procedures as needed and required

· Regularly informs all staff about the legal requirements regarding the handling of a student’s confidential special education records

12. Administers the special education budget, gifted grant

· Develops and recommends to the Superintendent the annual budget for all special education programs

· Develops and monitors in cooperation with the administrative assistant a systematic record keeping program for revenues and expenditures connected with all programs

· Ensures that expenditures are made that support the mission and goals of the special education program

13. Serves as a resource for all parents of special education students

· Ensures that all parents of handicapped students are aware of their rights under the law

· Develops parent in-service programs

· Meets with parents to discuss student progress

· Is aware of procedures used to address remedial problems

14. Completes 504 Services 
· Coordinates Maximus training 

· Maintains Maximus billing audit files
15. Coordinates Medicaid Billing Program
· Ensures related service providers are linked to the District

· Ensures billing is submitted

16. Supervises the Gifted program

· Ensures eligible students receive services

· Supervises and evaluates gifted staff

III.  Board-Adopted Goals
1. Create and support learning environments that offer opportunities for student success

2. Promote effective and proactive communication District wide

3. Identify and implement programs and ideas that attract and retain students

IV.  Site Goals

1. Accomplish site goals
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