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 ALEXANDER CITY SCHOOLS
JOB DESCRIPTION

JOB TITLE:  Director of Federal and Alternative Programs
REPORTS TO:  Superintendent

SUPERVISES:  Alternative and ESL Staff
QUALIFICATIONS:

1. Certification in Educational Leadership, School Principal or Administration and Supervision.
2. Minimum of five years teaching experience and/or leadership experience in the appropriate field.  Administrative experience preferred.
3. Such alternatives to the above as the Board may find acceptable.
KNOWLEDGE, SKILLS AND ABILITIES:

1. Knowledge of laws, regulations, and policies governing education in state and system
2. Knowledge of  budgetary process
3. Excellent leadership skills
4. Excellent verbal and written communication skills
5. Ability to plan, organize and prioritize

6. Strong interpersonal skills
7.
 Excellent computer skills
JOB GOAL:

To supervise and coordinate Federal Programs with system goals as it pertains to student and staff needs.
PERFORMANCE RESPONSIBILITIES:

1. Assume responsibility for submitting Consolidated Application for federal programs.
2. Coordinate all federal programs, completing all necessary applications, reports, budgets, evaluations, etc.

3. Budget federal funds for applications, carryover, and amendments.
4. Coordinate federal budgets in consideration of system needs.
5. Maintain time and effort sheets as required by regulations.
6. Attend Alabama State Department of Education federal programs meetings.
7. Coordinate Title III and ESL programs at all levels, developing and maintaining plans, forms, ESL lists, folders, procedures, budgets, and other related documents.
8. Write federal Title grants – I, II, III, VI, and others as available.
9. Complete forms for:

a. Migrant Education Program Needs Assessment

b. Emergency Immigrant Student Survey

c. Consolidated Annual Performance Report

d. Annual Survey of Neglected/Delinquent Children and Youth

e. Letters to private schools

f. Private school enrollment
10. Meet with school staff to discuss Title I program requirements.
11. Review Title I plans for all schools.
12. Check comparability every two years.
13. Evaluate Title II activities, with assistance from Directors of Elementary and Secondary Schools.
14. Organize training for ELL coordinators and Title I teachers.
15. Attend Board meetings and prepare reports as requested by the Superintendent.
16. Coordinate and supervise all alternative programs at both the elementary and secondary levels.
17. Coordinate all discipline and behavior programs for both the elementary and secondary levels.
18. Lead and coordinate all Disciplinary Review Committee activities.
19. Coordinate all parent involvement plans and activities for both the elementary and secondary levels.
20. Coordinate and lead the state and federal monitoring process for all areas.
21. Facilitate/Manage the annual continuous improvement process (ACIP) for all schools and the district and provide ACIP training as necessary; coordinate the monthly monitoring of ACIPs.
22. Coordinate the annual completion of ASSIST surveys for all stakeholders at all levels.
23. Coordinate the development, implementation, monitoring, and evaluation of student behavior intervention plans.
24. Coordinate Learning Earnings activities across the district.
25. Lead/coordinate the annual publishing of the District Student/Parent Handbook.
26. Coordinate the AdvancED accreditation process. 

27. Coordinate the annual Civil Rights Data Collection efforts for the district and schools.
28. Coordinate the completion of the annual IMPACT Survey.
29. Complete purchase orders and coordinate inventory process for all items purchased with federal funds.
30. Stay abreast of current laws related to student discipline and provide guidance to all district staff in this area.
31. Perform other duties as assigned by the Superintendent.

      PHYSICAL REQUIREMENTS:

N/A

TERMS OF EMPLOYMENT:

Salary and benefits shall be paid consistent with the system's approved compensation plan. Length of the work year and hours of employment shall be those established by the system.

EVALUATION:

Evaluation of job performance will be conducted in accordance with the current requirements set forth by the Alabama State Department of Education and the policy of the Alexander City Schools.
It  is the policy of the Alexander City Board of Education that no person shall, on the grounds of race, color, disability, sex, religion, creed, nationality, origin, or age be excluded from participation in, be denied the benefits of, or be subjected to discrimination under program, activity, or employment.  
Signature: ______________________________________________ Date: _________________

Approved by Human Resources: ____________________________ Date: _________________

Last Revised: March 2015
