
 

MODESTO CITY SCHOOLS 
 

Job Description 
JC # 0146 

PROGRAM MANAGER - SPECIAL EDUCATION 
           
 
OVERALL RESPONSIBILITY 
 
Under the supervision of the Director of Special Education, the Program Manager will supervise and provide 
services to special education students.  Program Managers will administer a variety of programs for disabled 
students and assist in planning and supervising the work performed by teachers, instructional paraprofessionals and 
department clerical staff.  
 
 
SPECIFIC RESPONSIBILITIES 
 
1. Assist special education staff, administrators and parents in meeting the needs of individuals with exceptional 

needs. 
 

2. Plan programs, coordinate curricular resources and evaluate effectiveness of programs for individuals with 
exceptional needs. 

 
3. Facilitate the development of programs to assure that pupils are afforded a full range of educational 

opportunities as determined by the Individualized Educational Plan. 
 

4. Coordinate, schedule and chair Individualized Education Plan (IEP) meetings and ensure that reviews and 
reassessments are completed.  

 
5. Assist in recruiting personnel for special education teaching positions. 

 
6. Assist site administrators in supervising teachers of concern. 

 
7. Provide consultation on effective teaching strategies and techniques for instruction of individuals with 

exceptional needs. 
 

8. Evaluate assessment data and assist in placement recommendations for individuals with exceptional needs. 
 

9. Assure compliance with federal and state laws pertaining to special education. 
 
10. Provide in-service training in the area of department policies and procedures, and in the area(s) of expertise. 
 
11. Plan, organize and prioritize work activities, collect data, and prepare required District/SELPA reports. 
 
12. Attend staff and District meetings as required. 
 
13. Review and approve requests, made by subordinate staff. 
 
14. Establish and administer curricula priorities. 
 
15. Effectively communicate and maintain cooperative relationships with those contacted in the course of work. 
 
16. Perform related job functions as assigned. 
 
17. Other duties as assigned. 
 
 
WORK YEAR 
 
Approved days as specified on the Management Salary Schedule (200) 

 



 

PROGRAM MANAGER - SPECIAL EDUCATION (continued) 
 
 
 
SALARY 
 
Management Salary Schedule (Range 131) 
 
 
QUALIFICATIONS 
 

Knowledge/Ability 
Minimum Requirements: 

Knowledge of and ability to apply curriculum development, implementation, evaluation and procedures. 
Knowledge of and ability to apply effective supervision techniques. 
Knowledge of and ability to apply District policies, State and Federal laws. 
Ability to understand and implement complex oral and written directions. 
Ability to compose clear, complete and concise reports independently using correct grammar and 

spelling. 
Ability to communicate and maintain cooperative relationships with those contacted in the course of 

work. 
Ability to work independently with little direction. 
Ability to plan, organize, and prioritize work. 
Ability to maintain accurate records. 
Ability to analyze situations accurately and adopt a course of action. 
Ability to meet timelines. 
Ability to maintain confidentiality. 

  
 

Experience 
Minimum Requirement: 

Three (3) years successful teaching experience in Special Education. 
 

Desirable Qualification: 
Administrative experience is desirable. 

   
 

Education 
Minimum Requirement: 

Special Education Credential 
Valid California Administrative Credential  

 
Desirable Qualifications: 

Elementary and/or Secondary Teaching Credential 
Master’s Degree 

    
 

Physical Characteristics 
With or Without the Use of Aids: 

Sufficient physical ability to sit at a desk, conference table or in meeting rooms of various configurations 
for extended amounts of time. 

Sufficient vision to see and read a computer screen, instructional materials, rules and policies and other 
printed matter. 

Sufficient color perception to distinguish colors. 
Sufficient hearing to hear and understand speech at normal room levels, and to hear and understand 

speech on the telephone. 
Sufficient physical ability to reach horizontally and vertically with arms. 
Sufficient dexterity to manipulate small objects, print or write legibly, operate a telephone, and use 

computer keyboard to enter data into a computer. 

 



 

PROGRAM MANAGER - SPECIAL EDUCATION (continued) 
 
 
 

QUALIFICATIONS (continued) 
 

Physical Characteristics (continued) 
Ability to speak in audible tones that can be clearly heard on the telephone and in face-to-face 

conversations. 
Sufficient lower body strength, stamina and mobility to sit, stand, kneel, walk, stoop, bend, and extend 

legs for prolonged periods of time. 
Sufficient vision, acuity, depth and color perception to drive a vehicle. 
Sufficient physical ability to push/pull, squat, twist, and turn. 
Sufficient physical ability to lift and carry up to 20 pounds. 

 
 
REPORTS TO 
 
Director, Special Education 
 
 
Revised:  7/2/09 
Cabinet Approved:  6/30/04   
Board Approved:  8/9/04 
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