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Pender County Schools 
Job Description 

 

Job Title:   Director of Accountability and Reporting   
 

Requirements:  Master’s in School Administration 
 
Role and Responsibilities include:  
Accountability (35%) 

1. Coordinate the district NC Testing Program including required tests for accountability and 
teacher effectiveness, such as ACT, WorkKeys, EXPLORE, PLAN, ACCESS, EOG, EOC, Extend 2, 
Extend 1, NC Final Exams as well as field tests and item tryouts. 

2. Submit required accountability reports to the North Carolina Department of Public Instruction, 
including the biannual Economically Disadvantaged Student file and Exceptional Children’s 
cluster file.  

3. Implement processes and training to ensure accurate Cohort Graduation Rate file submission.    
4. Serve as liaison with NCDPI Accountability Department and attend monthly regional meetings. 
5. Develop and monitor district testing procedures, including accommodations monitoring, 

materials distribution and collection, administration protocol, testing calendar, and test 
auditing.   

6. Ensure that all testing is completed per testing guidelines and that school-based testing 
coordinators are properly trained. 

7. Assist Instructional Directors in selecting, implementing, and utilizing district-wide benchmark 
assessments.   

8. Prepare informative and analytical data and results upon request for the guidance of 
administrators, counselors, teachers, and other professionals who use test data in developing 
strategies and programs to empower the success of students. 

9. Provide professional development in interpreting test scores and using data to improve student 
performance. 

10. Supervise the district Testing Coordinator. 
 
Student Data and Reporting (35%) 

1. Reconcile and verify all state reports, such as Student Activity Report and Principals Monthly 
Reports.   

2. Assist schools with student academic planning, the creation of master schedules, and transcript 
audits.   

3. Support schools with attendance monitoring, including criminal petitions and staff training on 
state guidelines and intervention best practices. 

4. Train discipline data managers, verify and submit required state reports for Alternative Learning 
Programs, dropout calculations, and discipline data.   

5. Oversee all training efforts required to implement existing or new Student Information 
initiatives. 

6. Assist principals in hiring and supervising school data managers.   
7. Coordinate and submit the Civil Rights Data Collection. 
8. Supervise PowerSchool Coordinator. 

 
Student Services (30%) 

1. Serve as the district coordinator for Title I Migrant, Title III LEP, Title VIII Military Impact, Title I 
Homeless, Section 504 (for students), and Language Services programs.  Attend regional 
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meetings when feasible. Ensure adherence to state and federal guidelines.  Work with the 
Administrative Assistant for Federal Programs. 

2. Title I Migrant: Supervise Migrant Education Program (MEP) staff, manage budget, submit 
annual application, and establish and monitor procedures for migrant identification and 
services. 

3. Title III LEP: Supervise English as a Second Language (ESL) lead teacher, manage budget, submit 
annual application, assist principals in hiring and supervising ESL teachers, facilitate professional 
development for certified staff in research-based ESL instructional strategies, and maintain the 
Federal Data Collection System for LEP, LEP PD, and W-APT.   

4. Title VIII Military Impact: Oversee annual Federally Connected Survey, compile all required data, 
submit annual application, work with district Counseling Coordinator to provide professional 
development to relevant staff and organize support events for families impacted by military 
service. 

5. Title I Homeless: Distribute McKinney-Vento (MV) surveys annually; complete homeless 
investigations; provide professional development to relevant staff on MV rights and procedures; 
and develop, implement, and monitor processes for homeless status notification, services, 
transportation, and reporting. 

6. Section 504: Work with district Counseling Coordinator to provide professional development 
regarding the implementation of the Section 504 procedures, collect and maintain Section 504 
data, and coordinate Section 504 grievance procedures. 

7. Spanish Language Services: Hire and supervise district Spanish-English translators to translate all 
district-wide and school-wide documents and calls, parent meetings, and parent conferences for 
Spanish-speaking parents. 

 
Knowledge, Skills, and Abilities 

 Strong analytical and organizational skills 

 Ability to work with a high degree of accuracy 

 Excellent oral and written communication skills 

 Ability to build relationships of trust and mutual respect with stakeholders 

 Considerable knowledge of computers and various operating systems, as well as word 
processing software, spreadsheets, and databases 

 Ability to independently exercise judgment in selecting and implementing procedures and 
analyzing data 

 Ability to troubleshoot and correct hardware and software problems 

 Ability to organize and lead meetings and training sessions 
 
 

http://en.wikipedia.org/wiki/Trust_(social_sciences)
http://en.wikipedia.org/wiki/Respect

