
 

 

Job Description 

 

Job Title: Director of Special Education         

Position Type: Certified Staff 

Supervisor: District Administrator   

Board Approved: October 21, 2019 

 

Job Summary  
The Director of Special Education shall assume responsibility for the planning, development, 

coordination, and management of all special education programs, services, budgets and personnel and 

shall ensure compliance with state and federal regulations governing the delivery of services to 

students with disabilities; and is also responsible for development, implementation and evaluation of 

the district’s Special Education programs.  

Essential Duties  
1. Demonstrates foresight, examines issues and takes initiatives to improve the quality of education in the  

    community and embraces and encourages the acceptance of diversity.  

2. Uses effective people skills to communicate while providing and maintaining an environment where optimal  

    student growth can take place. 

3. Demonstrates instructional leadership with the understanding of the dynamics of the educational organization.  

4. Effectively manages the resources for which he/she is responsible including personnel, finances, facilities,  

    programs and time.  

5. Uses supervision, staff development, and performance evaluation to improve the educational program.  

6. Maintains a familiarity with current educational issues through a process of ongoing personal development.  

7. Use supervision, staff development, and performance evaluation to improve the performance of employees.  

    To do this, the administrator follows procedures consistent with the state and local teacher/support  

    performance evaluation plan.  

8. Works cooperatively with building administration and staff in planning, implementing, and managing  

     programs and services for students with disabilities.  

9. Ensures that all students with disabilities at Big Foot Union High School are provided a free and appropriate  

    public education through the provision of instructional programs and related services.  

10. Manages the recruitment and employment of properly licensed personnel as required to provide services to  

      students with disabilities consistent with their IEPs.  

11. Conducts on-going assessments to identify needs within the district for use in planning of budgets and  

      programs.  

12. Conducts the application process required for receipt of funds under federal grant projects.  

13. Develops local policies and procedures to ensure compliance with state and federal regulations.  

14. Develops policies and procedures to govern the delivery of special education and related services, including  

      staff assignments.  

15. Develops policies and procedures to govern the evaluation of students referred for special education  

      services, including staffing patterns and organizational structure.  

16. Conducts performance evaluations for staff assigned to the special education office.  



17. Coordinates staff development opportunities to enable staff to better serve the needs of special education  

      students.  

18. Conducts, in cooperation with building administrators, staff, parents, and community, on-going evaluation of  

      programs, services, and coordinate the long range planning process to meet the needs of students.  

19. Cooperates with the Transportation Department in planning and delivery of services to students whose IEPs  

      require.  

20. Establish and maintain on-going communication with the administration and regular/special education staff.  

 

Job Specifications  
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The 

requirements listed below are representative of the knowledge, skill and/or ability required. Reasonable 

accommodation may be made to enable individuals with disabilities, who are otherwise qualified, to perform the 

essential functions.  

Minimum Qualifications (Knowledge, Skills and/or Abilities Required)  
Must possess a Bachelor’s degree or Master’s degree in special education or a related field and meet 

the Wisconsin Department of Instruction eligibility requirements to be a Director of Special Education.  

 

Working Conditions & Physical Requirements  
The physical demands described here are representative of those that must be met by an employee to 

successfully perform the essential functions of this job. Reasonable accommodation may be made to 

enable individuals with disabilities to perform essential functions. Must have the ability to sit and stand 

for extended periods of time; exhibit manual dexterity to dial a telephone, to enter data into a 

computer; to hear and understand speech at normal classroom levels, outdoors and on the telephone; 

speak in audible tones so that others may understand clearly in normal classrooms, outdoors and on the 

telephone; physical agility to lift up to 25 pounds; and to bend, to stoop, to sit on the floor, to climb 

stairs, to walk and to reach overhead.  

Work Environment  
The work environment characteristics described here are representative of those an employee 

encounters while performing the essential functions of this job. Reasonable accommodations may be 

made to enable individuals with disabilities to perform the essential functions. Duties are normally 

performed in a school/classroom environment. The noise level in the work environment is usually 

moderate.  

Supervision Exercised: Special Education Employees 

Supervision Received: District Administrator 

 

 

This job description in no way states or implies that these are the only duties to be performed by this 

employee. The Director of Special Education will be required to follow any other instructions and to 

perform any other related duties as assigned by the District Administrator. Big Foot Union High 

School reserves the right to update, revise or change this job description and related duties at any 

time. 
 

   


