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Job Title:   Coordinator of Special Education 
Department:   Administration 
Reports to:   Superintendent / Building Administration 
Classification:  Exempt 
 
Summary 
The Coordinator of Special Education is responsible for appropriate assessment of special 
services and 504 students supporting the district’s instructional programs for students in 
their educational goals.  The coordinator should assist in all matters relating to programs, 
personnel, and public relations associated with the special education and 504 staff or 
students 
 
To perform this job successfully, an individual must be able to perform each essential duty 
satisfactorily.  The requirements listed below are representative of the knowledge, skills and 
abilities required.  Reasonable accommodations may be made to enable individuals with 
disabilities to perform essential functions. 
 
Essential Duties and Responsibilities 

• Oversee the special education program for students with disabilities, ages 3-21. 
• Assure requirements, policy, district-wide programming, required compliance, 

documentation, and fund accounting set by HB 474, IDEA, and 504 are met. 
• Coordinate special education services, including the individualized education plan 

(IEP), staffing, evaluation, identification, and programming of students with 
disabilities. Collaborate with principals when students with disabilities are 
involved in discipline issues. 

• Oversee budget requests and expenditures pertinent to special education. 
• When needed act as a liaison with classroom teachers for the purpose of ensuring 

implementation of an IEP of an assigned student. 
• Act as a resource for teachers, parents, and administrators. 
• Collaborate with principals to review the special education teaching stations 

required district-wide/building, assure caseloads are within the required 
guidelines, advise principals regarding special education teacher evaluations, and 
participate in applicant screenings/interviews. 

• Collaborate with building counselors on 504 
• Perform evaluations on Special education staff 
• Verify tuition charges for resident students with disabilities educated in/out of-

district in special schools. 
• Serve as a liaison to private schools and state schools for students with 

disabilities. 
• Interview, recommend, coordinate, and supervise paraprofessionals. 
• Oversee and coordinate homebound instruction for special education studnets 
• Develop a three-to-five-year plan to address the vision and needs of the special 

education program. 
• Prepare and present program evaluation reports to the Board of Education. 
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Supervisory Duties 
Has supervisory authority over all district Special Education Staff 
 
Qualifications 
Education 
Masters degree or higher  
Certificates, Licenses, Registrations 
Missouri Special Education Administration certificate, preferred. 
Certificate in at least one (1) area of special education and elementary or secondary 
education. 
Knowledge and understanding of the 
Individuals with Disabilities Education Act (IDEA) and Chapter 162. RSMo. 
 
Skills and Abilities 
Language 
An individual who holds this position must have the ability to: 
Present information to staff members 
Respond to common questions and complaints  
Interview students and staff 
Read, analyze and interpret professional journals, Board policy, administrative 
procedures, government memos and statutes 
Write staff memos and ordinary business correspondence 
Keep information confidential when required by law, policy or a particular situation 
Computation 
Ability to compute ratios, percentages and create and interpret graphs and figures 
Reasoning  
Ability to define problems, collect data, establish facts and draw valid conclusions 
Technology 
An individual who holds this position must have: 
Basic computer word processing, spreadsheet and research skills 
An ability to access and create reports using the district’s student information software 
An ability to utilize appropriate software for use in generating ands compiling diagnostic 
reports and IEP’s 
 
The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this job.  Reasonable accommodations 
may be made to enable individuals with disabilities to perform essential functions. 
 
Physical Demands 
An individual who holds this position is frequently required to move in and around 
buildings and grounds to visit classrooms, attend meetings, sit for up to an hour at a time 
and supervise bus loading and unloading areas.  
May have to use therapeutic restraint 
Hearing 
The employee must be able to hear a conversation in a noisy environment. 
Attendance 
Regular and consistent attendance is an essential function of this position 
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The work conditions and environment described here are representative of those that an 
employee encounters while performing the essential functions of this job.  Reasonable 
accommodations may be made to enable individuals with disabilities to perform essential 
functions. 
 
 
Conditions and Environment 
The individual who holds this position will regularly work in a school environment that is 
noisy and active.  Occasionally the individual will be required to work outside in rain and 
snow and temperatures below freezing and above 100 degrees to perform such tasks as 
loading and unloading students from district transportation and supervising recess. 
An individual who holds this position is frequently required to work irregular or extended 
hours. 
 
As a political subdivision, employer, recipient of federal funds, and educational institution, the 
Board of Education is prohibited from, and hereby declares a policy against engaging in 
unlawful discrimination, including harassment creating a hostile environment, on the basis of 
race, color, sex, national origin, ancestry, disability, age, or use of leave protected by the Family 
and Medical Leave Act, in its programs 
 


