JOB DESCRIPTION
CHIEF ADMINISTRATIVE OFFICER

Title:

  
Director, Four Rivers Special Education District

Qualifications:
Administrative/Supervisory Certificate

Illinois Office of Education Approval as Director of Special Education

Master’s degree or higher with academic training in special education




Illinois Professional Educator License – General Administrative,



  
Director of Special Education Endorsement and Special Education



   
Teacher or Pupil Personnel Licensure

Reports to:
   
Operating Board of Directors

Job Goal:
  
Efficient administration, coordination and management of the

Cooperative association.  To ensure an appropriate public education in the least restrictive manner for all disabled students ages 3-21 residing in Four Rivers’ member districts.
Performance

Responsibilities:


· Develop new and existing programs.

· Refer children to outside agencies.

· Maintain an adequate system of record keeping.

· Complete state forms.

· Develop, recommend, and manage central service level budget for the Special Education District.

· Develop procedures for referring, placing, transferring and dismissing pupils into or from special education programs.

· Organize and manage special classes; recommend equipment and instructional supplies, develop procedures for determining the priority for psychological examinations; and develop procedures for case conferences following diagnostic studies.

· Advise the Operating Board of Directors on the need for new and/or revised policies.  Initiate and guide the development of administrative rules and regulations necessary to implement Association policies.

· Provide leadership and assistance to personnel as well as member districts regarding state and federal special education rules and regulations, strategies, materials and innovative best practices.

· Serve in a leadership position by working closely with school administrative personnel for planning, developing and coordinating special education program funding and services into the total program of the school.
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Performance

Responsibilities: (continued)
· Report on an annual basis status of programs and services offered by the District.  Develop recommendations and action plans relative to future needs.

· Oversee professional development offerings for the District based on district needs assessment.

· Administer the District’s operations and safety programs including: insurance, maintenance, purchasing, transportation and food service.

· Assume final responsibility for the development, monitoring and expenditure reporting for the District and its member district IDEA grants.
· Assume responsibility for the overall financial planning of the District.  Actively assist in developing the annual budget and administer the budget in accordance with the law and the expressed intent of the Board Policy.

· Establish and maintain a continuous program of public relations to keep all districts and the public well informed of the activities, accomplishments and needs of the District.

· Advise and inform the Operating Board and Council of legislation and court decisions that will significantly affect the functioning and operation of the District and its members.

· Attends conventions, conferences and workshops as are necessary to keep abreast of latest educational trends, best practices and legal updates.

· Attend and participate in all regular and special meetings of the Operating Board, Council and committees of the board except when own employment or salary is under consideration.

· Respect the confidentiality of students and staff.

· Lead in activities that promote services for students with disabilities.

· Know, enforce, implement, and/or communicate special education rules and regulations to all Four Rivers member district staff.

· Provide staff with necessary information and guidance in a timely manner.

· Recruit, interview and recommend employment of personnel.

· Provide evaluation of assigned staff and make recommendations for continued employment and tenure acquisition to the Operating Board of Directors.

· Will follow all Four Rivers’ policies, administrative regulations, and directives issued by the Four Rivers Operating Board of Directors.

· Exhibit a high level of ethics and integrity in the pursuit of excellence for Four Rivers Special Education District.

· Display a high level of ethics and professionalism at all times.

· Include those responsibilities which promote appropriate planning for children, the development of programs, and professional growth of the staff.  
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Performance 

Responsibilities: (continued)

· Provide leadership in developing curricula, materials and methods of instruction; pupil evaluation and diagnosis.

· Encourage and stimulate leadership among the staff; serve as a resource person; and assist personnel in the evaluation of their effectiveness.
· All other duties as assigned by the Operating Board of Directors or Representative Council.

Terms of

Employment:

Twelve months.  Salary to be determined by the Four Rivers 




Council based upon performance and longevity.

Evaluation:

The Operating Board shall from time to time, define and provide




for the scope and limits of the duties of the Director, his/her




Responsibility and authority, in keeping with the needs of the




Special Education District, the School Code and the Rules and




Regulations prescribed by the Illinois Office of Education.




Performance will be both self-evaluated and evaluated by the




Operating Board of Directors.
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