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SCHOOL DISTRICT OF JACKSON COUNTY

JOB DESCRIPTION

DIRECTOR OF TITLE |

QUALIFICATIONS

(1) Master’'s Degree from an accredited educational institution.

(2) Certification in educational leadership or related field.

(3) Minimum of five years successful teaching and/or administrative experience.
(4) Experience as a principal or assistant principal preferred.

KNOWLEDGE, SKILLS AND ABILITIES:

Knowledge of state-of-the-art research and best practices in areas of responsibility. Knowledge
of statutory and regulatory requirements in areas of responsibility. Knowledge of and ability to
operate a personal computer and audio-visual equipment. Knowledge of budgeting and financial
management. Ability to supervise people. Ability to plan and present information to the public.
Ability to make decisions based on relevant information. Ability to understand the Course Code
Directory and Florida Statutes related to curriculum requirements. Understanding of the Student
Progression Plan. Ability to work cooperatively with other departments and agencies. Good
interpersonal and communication skills. Ability to analyze statistical data for trends and student
performance in various programs and to develop strategies for improvement. Ability to represent
the District at state and regional functions.

REPORTS TO:
Superintendent

JOB GOAL
To coordinate and oversee the Title | Program to best meet the needs of
students throughout the District.

SUPERVISES:
Learning Resource Specialists
Assigned Support Personnel

PERFORMANCE RESPONSIBILITIES
(1) Administer and monitor all aspects of the Title | Basic/Migrant Education Programs.
(2) Prepare all proposals for Title | funds for review by the Director of Finance and the
Superintendent’s Executive Leadership Team.
(3) Prepare and submit the annual project and budget for each program.
(4) Prepare and submit all federal and state reports related to each program.
(5) Remain current on laws and requirements regarding each program and meet with related
staff to interpret and implement regulations.
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Maintain a current property inventory for each program.

Monitor and participate in the identification of schools and selection of students for each
program.

Facilitate Title | and Migrant Parent Advisory Councils.

Supervise the use of student records and related identification forms.

Monitor schools and individual classes for adherence to the Title | and Migrant guidelines
and regulations.

Confer with school administration on curriculum, coordination with project requirements
and program administration.

Facilitate the integration of Title | and Migrant Programs with other instructional programs
and services.

Assist program teachers in organizing and planning for effective student learning,
including the use of varied instructional materials and equipment.

Plan and supervise appropriate in-service activities for program staff.

Develop and implement parent involvement activities.

Monitor the evaluation of each program and initiate program improvement strategies
when necessary.

Maintain a daily time and effort log as required.

Attend appropriate county, area and state meetings related to the programs.

Assist in the development of administrative guidelines.

Assist in the development of policies.

Supervise assigned personnel, conduct annual performance appraisals and make
recommendations for appropriate employment action.

Prepare all required reports and maintain all appropriate records.

Assist in the preparation of the budget.

Perform other incidental tasks consistent with the goals and objectives of this position.
Other duties assigned by the immediate administrator or supervisor.

PHYSICAL REQUIREMENTS:
Light Work: Exerting 20 pounds of force occasionally and/or up to 10 pounds of force as
frequently as needed to move objects.

TERMS OF EMPLOYMENT:
Approved Unit Compensation plan, pay grade 12-15
12 months
7.5 hours per day

EVALUATION:

Performance of this job will be evaluated in accordance with provisions of the Board’s policy on
evaluation of personnel.
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