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Southern Plains Education Cooperative
201 East 3rd St. * Fairmont, MN 56031

Phone (507) 238-1472 * Fax (507) 238-2361
JOB DESCRIPTION

Job Title:
Coordinator Special Education
Reports To:
Director

Revised:
3/20/14
SUMMARY:  
The Coordinator provides support across the cooperative and assists in planning, assessing, developing, and implementing special education procedures and programs in the member districts of Southern Plains and within Southern Plains programs.
ESSENTIAL FUNCTIONS:  
· Oversees the operations of special education.
· Provide consultation to individual teachers or groups as needed or requested. 
· Provide instructional leadership to staff servicing students with special needs.
· Evaluate needs of member districts related to special education and support strategies to improve special educations. Develop goals to facilitate implementation of researched-based quality indicators in special education programs.
· Facilitate trainings and initiatives across the cooperative to improve services for students with special education.
· Provide leadership regarding special education paraprofessionals including hiring, evaluation, scheduling, training, and related.
· Serve as contact person or resource when staff have concerns about programs, curriculum, referrals, parents, other agencies, and other areas relevant to special education.

· Lead the process of data collection of information to Southern Plains and the Minnesota Department of Education as well as disseminate information from Southern Plains and the Minnesota Department of Education.
· Facilitate the effectiveness and efficiency of special education programs within the cooperative.

· Performs other duties as assigned.  

REQUIRED COMPONENTS: 
· Thorough knowledge of special education due process procedures.
· License in special education.
· Considerable knowledge of leadership and management principles.

· Ability to demonstrate enthusiasm and commitment toward the job and mission of the Cooperative.
· Ability to support the department and provide the leadership needed to facilitate the team environment.

· Ability to demonstrate confidentiality.

· Ability to interpret and apply guidelines, policies, and procedures consistently.
· Ability to establish and maintain effective working relationships with students, parents, cooperative staff, school district staff, and others.

· Ability to communicate effectively, both verbally and in writing, with students, parents, cooperative staff, school district staff, and others.

· Ability to present information to small groups and large groups.

· Ability to write clearly and concisely.

· Ability to use modern office equipment and related software.

PREFERRED COMPONENTS:

· Multiple licensures in special education.

· Administrative licensure

WORKING CONDITIONS:  
· Business travel is required.

· Work may require long hours including early morning, evening, and weekend activities. 

· Work is performed during the traditional school year and includes some additional days during the summer.

· This is sedentary work requiring the exertion of up to 40 pounds of force occasionally, and/or negligible amount of force frequently or constantly to lift, carry, push, pull or otherwise move objects, including the human body, and a negligible amount of force constantly to move objects; work requires stooping, reaching, standing, walking, fingering, grasping, and repetitive motions; vocal communication is required for expressing or exchanging ideas by means of the spoken word; hearing is required to perceive information through normal spoken word; visual acuity is required for preparing and analyzing written or computer data, inspections involving small defects and/or small parts, operation of machines, determining the accuracy and thoroughness of work, and observing general surroundings and activities; the worker is subject to inside and outside environmental conditions and may be exposed to bloodborne pathogens.

The information contained in this job description is for compliance with the Americans with Disabilities Act (ADA) and is not an exhaustive list of the duties performed for this position.  The individuals currently holding this position perform additional duties and additional duties may be assigned.  The physical demands and work environment describe here are representative of those that must be met or will be encountered while performing the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

This job description does not constitute an employment agreement between Southern Plains and employee and is subject to change by Southern Plains as the needs and requirements of the position change.

