TAS - 05
ENGLEWOOD PUBLIC SCHOOL DISTRICT

JOB DESCRIPTION

POSITION TITLE: PUPIL PERSONNEL SERVICES COORDINATOR —BILINGUAL
(Non-Certificated/12 months)

QUALIFICATIONS: ﬁ
1. Associate’s or Bachelor’s degree, preferred gj«%@ 5
2, Experience in fields related to areas such as registration,:ﬁecial‘?é%%% and/or guidance
3. Bilingual in English/Spanish with oral and written K,;g"__"é}‘tery k-
4. Ability to maintain accurate and auditable record;
5. Proficient in Microsoft Office Suite and educational so

sensitivity to cultural diversity
7. Minimum expetience as dstermine

8. Demonstrated experiencesin the use
and generation of ﬁ‘éﬂsE

fesponsible nature

ey
‘-,533

hil.Personnel Sérvices Coordinator reports to the Director of Pupil
ryices and/or his/her designee.

Bsist i jaintaining the District’s centralized student registration,
services and guidance processes and systems.

PERFORMANCE RESEONSIBILITIES:

G2, .

d elements of this position include, buf are not limited to, the following:

Registration
1. Under the direction of the Director of Pupil Personnel Services and/or his/her designee,

coordinates enrollment of new students in the District as per established procedures.

2. Meets, virtually or in-person, with prospective and/or enrolled students to determine
envollment eligibility and input registration data,

3. Manages District registration process, including, but not limited to, proof of residency,
collection, evatuation and verification of all required paperwork and documentation needed
for incoming students such as birth certificates, health immunization records, ete.
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4, Compiles student records (e.g. birth certificates, transfers, immunization, ete.) for files and

for the purpose of meeting state, federal and/or district requirements.

5. Processes new student records, including tequesting transcripts and records from othet

schools, setting up cumulative folder, and entering student data into appropriate databases.

6. Develops and revises forms to facilitate registration and exiting processes and shares the

forms via the District website.

Enters and maintains student information in the District’s central database.

Coordinates registration of classified students with the Office of Pupil Personnel Services.

Processes change of address upon verification of documents to confirm new residency.

0 Responds to in-petson, telephone and email inquiries regarding th i{feg15t1at10n process and
requitements and explains registration and exiting policies and p {oedures to students, staff
and parents/guardians.

11. Contacts parents for confirmation when a student w1t@ WS

database that have withdrawn or have been dropped %)‘f\'lack of &
office.

B

rega1dmg registration, as necessaty.

Special Services
13. Receives, screens, handles or routes incomin; ternal and external calls and

appmntment schedule for the child'sh
15. Assists, logs in, and directs visitors fgv
16. Schedules appointmentszncluding mee n

' %gggden- yensuring that the material is propetly marked,
c115e by administrators.
ftware, budget software, purchase order software, and other

,énal development and travel arrangements as assigned.
of Pupll Personnel Servwes m compzhﬂg data and prepalmg reports

repott.

22, Distributes mail to members of the child study team and prepares duplicates and coples of
materials for the efficient functioning of the CST.

23, Relates congenially with child study team co-workers, other district staff, patents and
students, county office staff.

24. Handles, on a daily basis, all paperwork from the county office of Special Education such
as exceptions, approvals for placements, etc.
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Guidance

25. Responds to routine requests for information, and transcribing, word processing, and
proofing letters and responses,

26, Assists the Director of Pupil Personnel Services in the preparation of reports and
documents by gathering and organizing data, petforming reseatch, creating graphics and
displays, using word processing and data management, creating an attractive presentation,
copying, collating, and transmitting or distributing final products.

27, Arranges meeting details, prepares agendas and materials, and handles follow-up activities.

28. Prepates and monitors purchase orders, cheoking in purchased materials, maintaining
balances, and performing other bookkeeping tasks, if assigned, &%

Other

29. Creates forms, compiles and organizes data and inforph tion h{%@my for the efficient
operation of the Guidance Departent, the completlon of 1equ1red: st Ict and State and
federal data coHectlons and the completion of the,ad ]

obligations.
34, Performs such other appropriate dy
Director of Pupil Personuel Servic

TERMS OF
EMPLOYMENT: ) monthi“émployee. Salary to be established by the Board of

pon the recommendation of the Superintendent of Schools

BOE APPROVAL:

RESOLUTION:
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ENGLEWOOD PUBLIC SCHOOL DISTRICT
JOB DESCRIPTION

POSITION TITLE: DISTRICT TECHNOLOGY COACH ~BILINGUAL
(Non-Supervisory/Certificated/10-months)

QUALIFICATIONS:

1. Valid New Jersey instructional certificate

2. Valid New Jersey instructional certificate with Tedacher of Technology Education
endorsement, preferred

3. Bachelor’s or Master’s degree in Educational Te y or related field, preferred

5.

6.

7.

Suife
8. Demonstrated achievement in usi
. Skilled in instructional data, ¢

curriculum

12, Knowledge
assessments

The egsential functions an& ments of this position include, but, are not limited to, the following:

Technology
1. Plans, develops and delivers technology professional development to members of the

school community.
2. Works with staff to develop, deliver, and revise viable technology courses and curticula.
3, Develops, translates and/or presents professional learning materials,

4. Assists in developing district-wide short and long-term technology plans to meet future
technology needs.
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5. Coordinates initiatives and implementation plans for technology-based projects to include
deployment and device collection,

6. Disseminates devices and/or information pertaining to instructional technology.

7. Conducts research on computer products in support of technology procurement and
development efforts,

8. Bvaluates and recommends hardware and software products for purchase while preparing
technology budget.

9, Gathers data on educational and technical needs of programs and curicula.
10, Rosters and manages students and staff using district platforms.

Coaching
11. Performs a review of the implementation, both pz effectiveness, of the technology

curricula on a monthly basis for reporting to.the’Director:of Instruction and Technology
and/or his/her designee.
12. Organizes and facilitates weekly and/or monthly meetings with content-area teachers in
technology related topics, '

22. Stays current and provides staff with changes in curricula and new instructional practices
by attending targeted professional learning opportunities.
23. Recommends professional development in-service wotkshops for content-area teachers,

Other
24, Facilitates parent/student professional learning.

25. Adheres to New Jersey school law, State Board of Education rules and regulations, Board
of Education policies and regulations, school regulations and procedures, and contractual
obligations.
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26. Performs such other tasks and assumes such other responsibilities as may be assigned by
the Director of Instruction and Technology and/or his/her designee.

APPOINTMENT: Appointment shall be made by the Board of Education upon the
reconimendation of the Superintendent of Schools and/or his/her designee.

TERMS OF

EMPLOYMENT: Ten (10) month employee. Salary to be established by the Board of
Bducation upon the recommendation of the Superintendent of Schools
and/or his/her designee and according to collective negotiations agreement
(if applicable).

EVALUATION:  Performance of this position will luated annually in accordance with
the Iaw and the provisions of the Board’s policy on evaluation of
certificated personnel and theadministrativerocedures on certificated

- gtaff evaluation, '

BOARD APPROVAL:

RESOLUTION:
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ENGLEWOOD PUBLIC SCHOOL DISTRICT

JOB DESCRIPTION
POSITION TITLE: PAYROLL COORDINATOR
(Non-Certificated/I2~-months)
QUALIFICATIONS:
1. Associate’s or Bachelor’s degree, preferred

2.

REPORTS TO:

JOB GOAL:

3. Have a minimum of three (3) years business offi
4. -
5, Knowledge of and skill in opfnation of autoii

6.
7.
3

Have accounting/payroll background in sefting(s) util aternal computer-generated payroll

accounting systems

Proficient in Microsoft Office Suite and use «

Ability to perform tasks of a progtessively 1espohs_1ble i
for assigned

Enrofls new hirég:into all rel; ‘d deductions and other pay types.

Generates, processes and:digseminates direct deposit and paychecks,

Processes all regular and supplemental payrolls for all employee salaties on an ongoing basis and
all cortections and adjustments as needed.

Prepares all applicable payroll, accounting and transfer reports as needed to comply with federal,
state, and local requirements,

Disbutses all payroll/agency related deductions including but not limited to federal and state
withholdings, social security, Medicare and unemployment taxes; tax sheltered annuities; credit

union; PERS and TPAF pension plans, garnishments; disability plans and flexible spending
accounts, and other deductions as may be determined by the supervisor.
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8. Maintains files and documents in accordance with HIPPA and district policies and practices
regarding confidentiality.

9. Maintains employee confidence and protecis payroll operations by keeping information
confidential,

10, Researches paytoll related questions and recommends action to supervisor.

11. Complies with federal, state, and local legal requirements by studying existing and new
Jegislation; enforcing adherence to requirements; advising administeation on needed actions.

12. Coordinates the dissemination of employee information related to wide range of payroll related
matters.

13. Serves as resource person for employee assistance in all payfoll related mattets.

14. Notifies staff of changes in policy, procedure, law, etgias approved by supervisor.

15. Provides requested payroll tecords and reports réqliired Tor:the annual audit or administrative
request.

16. Develops procedures and maintains manual

19, Attends job-related seminars and
20. Completes duties and projects as

Educatwn pol1c1es
obligations.

22. Performs such &
designee.

EVALUATION: )
law and fhie provisions of the Board’s policy on evaluation of non-cettificated
personnel and the administrative procedures on non-certificated staff evaluation.
BOE APPROVAL:
RESOLUTION:

REVISED FROM: November 1, 2007
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ENGLEWOOD PUBLIC SCHOOL DISTRICT

JOB DESCRIPTION
POSITION TITLE: SCHOOL ACCOUNTANT
(Non-Certificated/12-months)

QUALIFICATIONS:

1. Hold a Bachelor’s degree or higher in accounting

2. Hold a Business Administrator certificate, preferr ed

3. Bilingual (English/Spanish) preferred

4. Understanding of the principles and practlees of ﬁnan_eral accounting and reporting

procedures consistent with statute, code and GAAP requirements

5. Knowledge of accepted business p1act1ces laws and 1egu1at10ns governing school
districts related to budget preparation and admrmstratlon risk management, purchasing,
transportation, food services, school plant opelatlons and facility planning, or is willing
and able to study and attend trammg to gain this knowledge

6. Proficient in Microsoft Office Smte and use of spreadsheet presentation and data entry
programs : HeE
7. School or pubhc ageney expenence preferred

8. Minimum expenence as detelmmed by. the Boald

9. Knowledge of and skill 1nmepe1at10n of automated office equipment (calculator, check
signer, check stuffer, postage meter, etc.)

10. Ability to commumcate effeetlvely Wlth staff’ and the public

11 Ability to perform tasks of a pl_ogresswely 1esp0n31ble nature

12. Demonstrate aptitude and competence for assigned responsibilities

13. Such altematlves to the above qualifications as the Board may find appropriate and

acceptable

REPORTS TO: 'The _Schjo__oi Accountant reports to the Business Administrator and/or
his/her designee.

JOB GOAL: To assist the Business Administrator in managing the business affairs of
' the district efficiently and effectively to ensure that educational support
services help to achieve the educational goals of the district with the

available financial resources.
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PERFORMANCE RESPONSIBILITIES:
The essential functions and elements of this position include, but, are not limited to, the
following:

Budget and Finance

1.

Assists the Business Administrator in the preparation of the annual school budget and
helps with the administration of all phases of the budget throughout the year.

Assists in keeping accurate and detailed accounts of all financial transactions as
prescribed by statute, administrative code and board pohcy

Assists the Business Administrator in auditing clalms nvoices and demands against the
board.

Assists the Business Administrator in collectmg tuition fees and other moneys due to the
board not payable directly to the treasurer, of school moneys.

Assists in the purchasing and plcculement for the district in accczdance with law and
board policies.

6. Assists in administering the district's insur. ance/nsk management prcglam

7. Assists in the oversight of the preparation of" the district payroll and ensures proper

10.

Facilities and.Operations

maintenance of records related tc auditmg quulrements tax laws, and employee benefits.
Assists with all federal and state aid grant funding. T

Assists the Business Administrator in keepmg reccrds of the investment of board funds in
accordance Wlth statute and board pohcy g

Assists the Busmess Admlmstiator in prepaung for all aspects of the annual audit.

11.

12.

13.

14.
15.

16.

17.

Ass1sts the Busmess Adrmmstratoz in overseeing the operation and maintenance of
school faCﬂl'EIGS and custodial, grounds and maintenance services.

Asszsts ‘the supenntendent and the Business Administrator in the implementation of the
district’s multluyear (3 5 years) comprehensive maintenance p}an

procedures are in accordance with law and 1egu1at10ns

Assists in oper ation of the student transportation program,

Assists in scheduling the use of school buildings and grounds by authorized groups in
accordance with board policies.

Assists in compiling a list with the name and social security number of each bus driver or
substitute driver and certification of a valid school bus driver's license and criminal
background check.

Assists the Business Administrator in overseeing the operations and functions of the
District’s Human Resources Department and Security Department.
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Record Keeping/Reporting

18. Assists in developing and updating policies for all aspects of the school business
operation,

19. Assists the Business Administrator in maintaining the records and papers of the board,
and makes public records available for public inspection.

20. Maintains a log of general correspondence and drafts responses to inquiries.

21. Attends meetings and training sessions, representing the school district and accurately
recording items that must be handled by the district.

22. Assists in maintaining district records in accozdance Wlth the State records retention
statutes and regulations.

Board Responsibilities

23, When assigned, attends district school boafd meetings and spééks on assigned topics,

24, Adheres to New Jersey school law, State Board of Education rules and regulations, Board
of Education policies and regulatlons school regulatlons and p1ocedmes, and contractual
obligations.

25. Performs such other duties as may be a531gned by the Business Administrator and/or
his/her designee. S -

APPOINTMENT: Appointment shall be made by the Board of Education upon the
_1ecommendat10n of the Supermtendent of Schools and/or his/her designee.

TERMS OF .
EMPLOYMENT: Twelve (12) month employee, Salary to be established by the Board of
e Hducation -upon the 1ecommendat10n of the Superintendent of Schools
' -.and/m histher demgnee

EVALUAT_I(_)N: Pelformancc of thls posmon will be evaluated annually in accordance with
T the law: and the provisions of the Board’s policy on evaluation of non-
» certificated personnel and the administrative procedures on non-
~certificated staff evaluation.
BOE APPROVAL:
RESOLUTION:

REVISED FROM: October 18, 2007
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ENGLEWOOD PUBLIC SCHOOL DISTRICT
JOB DESCRIPTION
POSITION TITLE: INSTRUCTION AND TECHNOLOGY COORDINATOR
(Non-Certificated/i2-months)

QUALIFICATIONS:

1. Associate’s or Bachelor’s degree and/or coursework or.:work experience in fields related
to areas such as district operations, curricul nsnuctxon information systems,

technology platforms for an educat101ia1--
hardware and software used by the district ~

N ;W

PERFORMANCE RESPONSIBILITIES:
The esseatial functions A ements of this position include, but, are not limited to, the
following: 2

Curriculum and Instruction

1. Assists the Director of Instruction and Technology with aligninent of curriculum with the
New Jersey Student Learning Standards.

2. Serves as a curriculum and instruction resource and/or liaison to administration and staff.

3, Researches and communicates policy, statutes, regulations and Department of Education
information for the Director.
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4, Assists with coordinating staff professional development,

8.
9.
10, Prepares reports from district and state data as 1t-:-

Technology
11. Evaluates feasibility of user request

13. Works closely and cooperatt

19, Adhetes to NewiJersey school law, State Board of Education rules and 1egu1at10ns, Board

Assists the Director with developing professional activities and in-service that contribute
to the district curriculum.

Organizes student data to generate reports to address improving alighment and the
delivery of instruction,

Gathers and maintains an accurate and up-to-date record keeping system in order to meet
program objectives.

Supports the implementation of technology and innovative strategies in the classroom.
Manages and distributos instractional resources to staff.

to student performance and
school improvement.

tion testing priot 10" deployment.

1 dealing with public information
functions.

of Bducation po 1'egu1at10ns, school regulations and procedures, and contractual

obligations.

20. Performs such other duties as may be assipned by the Director of Instruction and

Technology and/or his/her designee.

- APPOINTMENT: Appointment shall be made by the Board of Education upon the

recommendation of the Superintendent of Schools and/or his/her designee,

TERMS OF
EMPLOYMENT: Twelve (12) month employee. Salary to be established by the Board of

Education upon the recommendation of the Supetintendent of Schools
and/or his/her designee.
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EVALUATION:

BOE APPROVAL:

RESOLUTION:

Performance of this position will be evaluated annually in accordance with
the law and the provisions of the Board’s policy on evaluation of non-
cettificated persopnel and the administrative procedures on non-
certificated staff evaluation.
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ENGLEWOOD PUBLIC SCHOOL DISTRICT

JOB DESCRIPTION
POSITION TITLE: TRANSITION AND RESIDENCY COORDINATOR
(Non-Certificated/12-months)
QUALIFICATIONS:
1. Bachelor’s degree

Freak

Participation and successful completion of NI Departme
Str uctur ed Leaming Exper ience coursewmk within speciﬁed

Strong communication and interpersonal skillss s> 1th demonstlate -
successfully with children and adults, with a s )nsltmty tqh cultural diversit
Strong organizational skills, be self-motivate 4
Proficiency with business and educational softwat
job functions

Valid New Jersey driver’s license

ey

9, Reliable method of personal transb Teli

Ll

=2

o

REPORTS TO: The Transition and R id
Personnel Services and/ hisfhier deSx_
)
JOB GOAlL: AWOTK: Pupil Personnel Services staff to create work-based learning
v -
psition classes to support student {ransition
dency inquiries and to identify and provide

tyocational assessments.

igned’students in identifying career goals by developing a student portfolio that

includes m}ezests, preferences, and shengths in an occupational area, situational
assessments in community-based settings, prior work-based learning experience, prior
records, etc.

3. Assists in marketing the District’s transition program to business/industry for speakers in
the classroom, work-based learning opportunities including industry tours, job shadowing,
internships and employment.

4, Matches students to appropriate work-based learning environments.

Assists students in pre-placement activities such as travel training, pre-employment skill

development, work-related skill development and links to other support services,

6. Ensures that student interns are trained and the internship is maintained.

w
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7. Assists students in developing good work habits including reliability, punctuality,
following directions, communicating with co-workers, following safety procedures and
other work rules set by the emplayer.

8 DLinsures that student is oriented to the work-based learning environment and
employer/mentor expectations.

9. Works with employer/mentot to provide training to a student(s).

10, Identifies supports needed to maintain successful internships and/or employment.

11. Implements procedures to measure student satisfaction with work-based learning
opportunities.

12. Maintains on-going communication with the Director of Pupil Personnel Services to
identify and reinforce skills and link work-based learning opponunmes to school-based
learning.

Residency i
13. Under the ditection of the Director of Pupil PersonneliServicésidgordinates residency
responsibilities in the District as per established pmcg@r%
14, Collects all residency related paperwork during thezﬁnm *completion pragess and follows-
up on missing forms and documents. s
15. Notifies families about the residency reguiicment ag \" '
residency through a variety of means (i.e., letter awnts/ gua1d1ans, District pohcy, print
and other mediums).
16, When instructed by the Supelmtendent establishes
fo receive tips about suspected violt
17. Pursues mfomnatmn and conducts ’

nees, sooml wotkers and school staff to assmt with services and
dren, youth and families,

impaits soh eifonnance

26. Checks on emollment records, and identifies support needs, and advocates for the child if
the evaluation process needs to be implemented.

27, Contacts the school social worker and assists with clothing, back packs, ete, so that the
student socially blends in with other students in their school,

28. Assists with placing children in tutoring, mentoring or after-school programs.

29. Assists and provides direct services to unaccompanied youth, through mentoring,
providing supplies, and resources in an effort to support them toward high school
graduation and utilize youth services, tunaway and HUD programs for housing.

30. Assists parents in motels or doubling up with referrals for food, clothing, and shelter.

31, Networks with community agencies to provide appropriate referrals fo agencies,
otganizations, housing and health care.
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32, Assists families with resources and services to overcome homelessness.

33, Advocates and expedites setvices for the District’s homeless population.

34, Provides homeless shelters with educational resources and information regarding school
district resources.

35, Maintains documentation on all services provided to homeless children and youth,

36. Prepares and submits all required homeless reports, forms and documentation in a timely
and organized manner,

37. Performs all other duties rolated to the McKinney-Vento Act.

Other
38. Attends required meetings and serves, as appropriate, on committe
39. Develops and maintains recordkeeping systems and procedures
40. Maintains confidential records and confidentiality.
41, Attends professional training seminars and conferences to By

n‘ial current mformatlon

g3

¥,
5

obhgatmns :
43. Performs such other appropriate duties as requjtéd under, law or as may béags
sier demgp e,

Director of Pupil Personnel Services and/or hig
APPOINTMENT:

TERMS OF
EMPLOYMENT:

EVALUATION;
law .'cuétl the p10v1s1ons of the Boald’s pohcy on evaluatlon of non-
i cate

BOE APPROVAL:

RESOLUTION
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