JEMEZ MOUNTAIN SCHOOLS

P.O. Box 230

GALLINA, NEW MEXICO  87017
JOB DESCRIPTION

JOB TITLE: 
Director of Bilingual Education
DEPARTMENT: 


 ????
SUPERVISOR: 


Reports to:
Director of Instruction/Superintendent
JOB GOAL: 

Supervises:     Assigned Staff designated by the Superintendent.

To insure a quality State and Federal funded Bilingual programs in The Jemez Mountain School District. The Director:  1) Develops the framework for the program, through the written application or proposal;  2) Implements budget and ensures the program complies with appropriate guidelines and regulations;  3) Supports staff development and active parental involvement in the Funded Program;  4)  Provide direction and collaboration to the JMS K-12 instructional programs by developing and assessing the student performance, programs, curriculum, services and meeting timelines. This position also oversees the implementation/assessment and supervision of other assigned programs for maximum effectiveness. All tasks and responsibilities will be carried out under the direct guidance and supervision of the Director of Instruction/Superintendent.

PERFORMANCE RESPONSIBILITIES:


The person holding this position must be able to:

· Direct, monitor, supervise and access State/Federal Bilingual and other Instructional programs.

· Direct, monitor, facilitate, assess, review, align, and finalize the district Bilingual Curriculum K-12 for effectiveness, inclusive of benchmarks, required competencies, content standards, performance standards/assessments, standards based education and make necessary modifications for the ensuing school year.

· Oversee that Principal(s) implement Content Standards/Benchmarks and that they perform Curriculum Audits. Inclusive of the gathering, disaggregating, entering, interpreting of data, analyzing assessments and the development of strategies for school and student improvement. Address quality of instruction and adequacy of resources.
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· Direct, Monitor and have available an on-going information system/study on school district goals, student performances, student assessment, outcomes, test results and program assessments for grades K-12 with the assistance of the Counselors and Principals for the purpose of making curriculum revisions and/or recommendations on program(s) improvement, modifications, staff development/training, personnel and/or budget.

· With the assistance of the School Counselor(s), and Data Manager gather and analyze student performance data and collectively make recommendations to Principal(s) on strategies for instructional/programmatic/student improvement in academics.

· Serves as a Team Leader to the Educational Plan for Student Success (EPSS) School Improvement Plan and Accreditation Team.

· Assist in development of curriculum, curriculum alignment, benchmarks, performance standards/assessments, standards based education and provide technical assistance to teachers(s) in developing student profiles/portfolios and in being resourceful as a teacher trainer.

· Interpret state and federal guidelines for compliance.

· Perform periodic classroom/program observation(s) and provide technical assistance as needed.

· Assist in preparing and completing PED and NCA District Reports and/or Federal Reports, including Personnel Reports and Special Programs.

· Work with parents, encourage parental involvement and review Principal’s Parental Involvement Plan.

· Write other relevant grants and proposals.

· Conduct CRT analysis study for grades K-12 to reflect student success.

· Coordinate programs and/or activities/Art and Crafts Exhibits for the State Bilingual Conference(s).

· Adhere to Purchasing/Procuring board Policy/Procedures and review expenditure reports, initiate budget transfers, increases, decreases, and monitor finances with accountant for bilingual program. (Due to knowledge and familiarity of the scope of the program/s).

· Conduct an annual assessment of the assigned programs and incorporate findings and needs in its proposal and address through established goals and objectives.

· Develop and coordinate with principal(s) strategies for attainment of goals and objectives of the instructional program and the staff development component.

· Utilize the Jemez Mountain Consolidated School’s adopted financial system to maintain financial records for the programs in accordance with funding requirements.

· Review each EPSS/School Improvement Plan with Principals and develop or upgrade the Districts’ Education Plan for Student Success/School Improvement Strategic Plan and align with the budget.

· Evaluate, in a cooperative manner with principal(s), the performance of program personnel as required by the district and to initiate recommendations.

· With approval of the Superintendent, participate and attend training sessions, and Director’s Meetings.
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· Provide teachers with allocation or with instructional materials in order to attain program goals and objectives.

· At the request of the Superintendent assess and make recommendations on personnel and staff development for the Superintendent’s consideration.

· Prepare Newsletter reflecting accomplishments throughout the district and at all the school sites

· Maintain and update annual inventory for all district based equipment which was purchased with program funds.
· Report regularly to the Superintendent regarding on-going status report and/or any developments or problems within the district coming to his/her attention and requiring the Superintendent’s awareness or action.

· Contingent on funding, organize and supervise Summer Enhancement Programs for students.

· Work collaboratively with Principal and Director of Instruction on programs relevant to assigned programs, student programs and personnel.

· Compile information, statistics and gather other data as the Superintendent may require for other projects.

· Log all out-going long distance calls and fax transmittals.

· Review and monitor telephone bills of your department and assigned staff and compare with telephone logs for accountability purposes.

· Oversee that the IPT Tests in both English and Spanish are administered, scored and recorded.

· Implement and oversee entering of data through the Accountability Data System/ Power School/Quality School Portfolio (QSP) as applicable.

· Meet with Staff, Counselors, Administrators and other staff regarding program

· implementation and provides training, if necessary.

· Attend board meetings as assigned by the Superintendent or his/her authorized designee.

· Perform other tasks required of the program and/or other tasks assigned by the

· Superintendent of his/her authorized designee.

MINIMUM QUALFICATIONS:

Experience/Education:

· Elementary and/or Secondary Licensure.

· Administrative Licensure by New Mexico Public Education Department or currently working in a planned program with a University/College leading towards an NMPED Administrative License.

· Knowledgeable about or experience involving school administration and school finances.

· Bilingual Endorsement.

· Demonstrated leadership qualities.

· Other qualifications determined to be necessary by the Board of Education.
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Skills/Knowledge:

· Ability to communicate accurately and effectively.

· Knowledgeable about or experience involving school administration and school finances.

· Knowledge of universal hygiene precautions.

· Knowledge of OSHA regulations.

· Must know how to properly operate or be willing to learn to operate all multimedia equipment including current technology.  
· Demonstrate an ability to manage time effectively and to deploy financial and human resources in a way that promotes student achievement.
Physical Requirements:

· Ability to perform the job and access the environment for which assigned.  The following may be required:  Sitting, standing, lifting, moving about the room or school, carrying (up to 50 pounds), reaching, squatting, kneeling, prolonged typing, physical ability to type on a keyboard terminal, and moving light furniture.
Environment/Scheduling:

· Must be able to work within various degrees of noise, temperature, and air quality.  Interruptions of work are routine.  Flexibility and patience are required.  Must be self-motivated and able to complete job assignment without direct supervision.  After hour work may be required.

WORK SCHEDULE:
Contract Days:   ????  Term of Employment to be established by the Board of Education on an annual basis.


Hours Per Day:  ????  8 hours per day minimm
Salary:                To be established by the Board of Education on an annual basis, through the adoption of Salary Schedules.
EVALUATION: 
· Performance of the job will be conducted in accordance with provisions of the Board’s policy on Evaluation of Professional personnel.
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This job description for Director of Bilingual Education is effective upon receipt.  This job description may be revised at any time in response to needs of the District.
EMPLOYEE ACKNOWLEDGMENT OF RECEIPT AND UNDERSTANDING

I acknowledge that I, ____________________________________________, (please print your name), have read and understand the job description for Director of Bilingual Education.

I further acknowledge that I can and have been given the opportunity to ask questions to clarify matters I do not understand.  I understand the job duties and requirements of the position, and certify that I am able to perform these duties without accommodation.  If I require accommodation to complete these job duties in the future, I agree to inform my supervisor immediately.  I also agree to follow district safety rules and accident prevention procedures, and will observe the limitation on lifting identified in this document.





_________________________________________________





Employee ( Print Name)





_________________________________________________





Signature





_________________________________________________





Date
Approved by:_________________________________ DATE:______________

Superintendent
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