
Job Description – English Language Learner Coordinator

Qualifications:  
BA/BS required, Masters preferred.  Bilingual, with competence in Spanish and English languages.  Familiarity and understanding of Hispanic culture.  Demonstrated knowledge/skills with various computer programs, organization skills and flexibility in dealing with students, parents, teachers, and staff.  Must successfully pass a background check.

Reports to:
Director of NCLB and Federal Projects
Job Goals:
Provides leadership and direction in coordination and implementation of districts’ English Language Learner program.  Responsible for establishing, monitoring, and evaluating the program for elementary school, middle school, high school, and alternative school.  Serves to aid communication between the district and Hispanic community.

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 Director of NCLB and Federal Projects 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

· Selects 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 Director of NCLB and Federal Projects

II.   Job Specific Responsibilities

7. Works with the Arizona Department of Education (ADE) to ensure district wide compliance of the ELL program

· Responsible for online submission of ELL data in Schoolmaster and SAIS

· Communicates with ADE on required reporting for Annual Measurable Achievement Objectives

· Receives ADE directives and maintains contact with other ELL coordinators through active participation in the Verde Valley ELL Consortium

8. Gathers, organizes, and distributes ELL data

· Conducts appropriate assessments for program participation eligibility as required by Arizona Department of Education

· Organizes and maintains all records of student assessment and classroom performance

· Distributes assessment results to appropriate individuals

· Studies current trends and research findings that are relevant to English Language Learners.

9. Serves as a language liaison

· Facilitates communication between school and ESL students, home, and community

· Serves as translator in both oral and written communication with students and parents

· Translates documents required for federal compliance

10. Manages ELL budgeting and spending

· Provides oversight and collaborates with finance for the submission, budget, and spending of the Title III Grant

· Provides oversight and collaborates with finance for the submission of other ELL grants when available 
11. Works with Site Administrators and Director of Student Services for implementation of site specific ELL services

· Provide teachers with resources that focus on student learning for English Language Learners

· Provides counselors and teachers with ELL student information as required for AIMS, Terra Nova, and other testing

· Works with site administrators to support ELL teachers at their schools

· Provides, where appropriate, individual and small group instruction

· Confers regularly with Director of Student Services and regular education teachers in order to maintain effective coordination with regular and special education programs

· Attends Individual Education Plan meetings, when appropriate
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