SAN MATEO COUNTY OFFICE OF EDUCATION

CLASSTITLE: SENIOR ADMINISTRATOR, SPECIAL EDUCATION

BASIC FUNCTION:

Under thedirection of the Associate Superintendent, Student Services, plan, organize, control and direct the
educationd operations, activities, programs and services of the Specia Education department; coordinate
and direct communications, information, personnel, compliance functions and budgets to enhance student
learning and achievement and assure smooth and efficient Department activities; supervise and evauate the
performance of assgned personndl.

REPRESENTATIVE DUTIES:

ESSENTIAL DUTIES.

Plan, organize, control and direct the educationa operations, activities, programsand services of the Specid
Education department; establish and maintain Department timelinesand priorities, provideleadershipinthe
initiation, development and implementation of service ddivery mode sto meet the specid education needs of
loca school digtricts, assure Department activities comply with established standards, requirements, laws,
codes, regulations, policies and procedures.

Coordinate and direct communications, information, personnel, compliance functions and budgets to
enhance student learning and achievement and assure smooth and efficient Departmernt activities, direct the
development and implementation of Specia Education goas, objectives, programs, services, activities,
plans, strategies, standards, projects, processes and procedures.

Supervise and evauate the performance of assigned personnd; interview and sdect employees and
recommend transfers, reassgnment, termination and disciplinary actions, coordinate subordinate work
assgnments and review work to assure compliance with established standards, requirements and
procedures; assure employee understanding of established requirements.
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Department gods are digned with Digtrict needs and requirements, monitor, analyze and adjust programs
and sarvices in response student needs, learning and achievement.

Provide consultation and technica expertise to staff, faculty, adminigtrators, school districts, outsde
agencies and others concerning Specia Education programsand services, respond to inquiriesand provide
technicd information concerning related standards, requirements, issues, principles, practices, techniques,
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Coordinate, attend and conduct a variety of meetings and committees, present materias, reports and
information concerning Specia Education department programs, services, operations and activities.

OTHER DUTIES:
Perform related duties as assgned.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

Planning, organization and direction of the educationa operations, activities, programs and services of the
Specia Education department.

Curriculum standards, interpretation and application in specid education.

Locdl, State and federa standards and requirements governing special education programs.
Comprehensive organization, activities, goas and objectives of the Specia Education department.
Problems and concerns of students with specia needs.

Ingtructional techniques and Strategies related to assgned student programs.

Principles, practices and procedures involved in the development and implementation of educationa
programs, services, goas, objectives, plans, srategies, standards, projects, processes and procedures.
Policies and objectives of assgned programs and activities.

Ord and written communication skills.

Budget preparation and control.

Principles and practices of adminidiration, supervison and training.

Applicable laws, codes, regulations, policies and procedures.

Interpersond skills using tact, patience and courtesy.

Operation of a computer and assigned software.

Public relations techniques.

ABILITY TO:

Plan, organize, control and direct the educationd operations, activities, programsand servicesof the Specid

Education department.

Coordinate and direct communications, information, personnel, compliance functions and budgets to

enhance student learning and achievement and assure smooth and efficient Department activities.
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Egtablish and maintain cooperative and effective working relationships with others.

Operate a computer and assigned office equipment.

Analyze Stuations accurately and adopt an effective course of action.

Meset schedules and time lines.

Work independently with little direction.

Pan and organize work.

Prepare comprehensive narrative and statistical reports.

Direct the maintenance of avariety of reports, records and files related to assgned activities.

EDUCATION AND EXPERIENCE:

Any combination equivaent to: master’s degree in education or related field and five years adminigrative
experience working with specia education programs.

LICENSESAND OTHER REQUIREMENTS:

Vdid Adminigtrative Services Credentid.
Vdid Cdiforniadriver's license,

WORKING CONDITIONS:

ENVIRONMENT:
Indoor work environment.
Driving avehicle to conduct work.

PHYSICAL DEMANDS.

Dexterity of hands and fingers to operate a computer keyboard.

Seeing to read a variety of maerids.

Sitting or standing for extended periods of time.

Hearing and spesking to exchange information and make presentations.
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