
MODESTO CITY SCHOOLS 
 

Job Description 
JC# 0158 

ASSISTANT ADMINISTRATOR OF INTERVENTION PROGRAMS 
 
 

OVERALL RESPONSIBILITY
 
Under general supervision, assist in the overall administration and supervision of intervention programs, including but not 
limited to:  hourly programs, supplemental services, and other after-school programs.  
 
SPECIFIC RESPONSIBILITIES 
 
1. Supervise the development, implementation and evaluation of intervention programs. 
 
2. Implement program goals, objectives and oversee day-to-day operations of intervention programs according to state, 

district and grant rules and regulations. 
 
3. Coordinate and assist in the selection, orientation, supervision and evaluation of intervention program staff. 
 
4. Monitor implementation of program activities and report progress to ensure quality program development. 
 
5. Schedule, coordinate, and provide training sessions, staff development activities and site visitations to ensure effective 

program implementation. 
 
6. Develop and implement the parent component of the intervention programs.  

 
7. Coordinate with site principals ongoing articulation among the intervention programs and regular education staffs. 

 
8. Assist with the management and supervision of community agency staff who provide support services to eligible 

students at program sites. 
 
9. Prepare fiscal attendance and other compliance reports and documents as required. 

 
10. Establish and maintain cooperative relationships with those contacted during the course of work. 

 
11. Perform other related duties as assigned. 
 
 
WORK YEAR 
 
Approved days on Management Salary Schedule (222 days) 
 
 
SALARY 
 
Management Salary Schedule (Range 131) 
 
QUALIFICATIONS 
 
 Knowledge/Ability 
 Minimum Requirements: 

Knowledge of and ability to apply curriculum development, implementation and evaluation procedures and 
strategies. 

Knowledge of and ability to apply effective supervision techniques. 
Knowledge of and ability to implement team building and conflict resolution strategies. 

 
 
 
 
 



ASSISTANT ADMINISTRATOR OF INTERVENTION PROGRAMS (continued) 
 
 
 
QUALIFICATIONS (continued) 
 
 Knowledge/Ability 

 Minimum Requirements: 
Knowledge of and ability to apply laws, codes, and regulations related to the position. 
Knowledge of and ability to apply textbook selection policies and procedures. 
Knowledge of and ability to apply management, budgeting, and contract administration principles and 

practices. 
Knowledge of the social, emotional, intellectual, and physical needs of students. 
Knowledge of public information principles and techniques including an awareness of community needs, 

interests, and concerns. 
Ability to understand and implement complex oral and written directions given in English. 
Ability to compose clear, complete, and concise correspondence and reports independently using correct 

grammar, syntax, punctuation and spelling. 
 
 

Experience 
 Minimum Requirement: 

Three (3) years of successful, full-time experience as a classroom teacher in a public or private school of 
equivalent status. 

 
 Desirable Qualification: 
  Two years successful experience as a public school administrator. 
 
 
Education/Credentials 
 Minimum Requirements: 
  Bachelor’s Degree 
  Valid California Teaching Credential 
  Valid California Administrative Credential 
 

Desirable Qualification: 
  Master’s Degree 
 
 

 Physical Characteristics  
  With or without the use of aids: 

Sufficient vision to read small print. 
Sufficient depth perception to file documents. 
Sufficient hearing to hear normal and telephone conversations. 
Ability to speak in an understandable voice and with sufficient volume to be heard at a normal conversational 

distance and on the telephone. 
Sufficient dexterity to manipulate small objects, print or write legibly, operate telephone, use computer 

keyboard, typewriter and other business machines. 
Sufficient physical ability to sit or stand for prolonged periods of time. 
Sufficient physical ability to reach horizontally and vertically with arms. 

 
 

REPORTS TO: 
 
Administrator of Intervention Programs 
 
 
Cabinet Approved:  6/13/06 
Board Approved:  7/10/06 
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