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I. Summary 
 The Administrator of Student Supports is directly responsible for working with students, 
parents, school personnel and private and public agencies to enable all students with special 
needs to secure to the maximum of his or her ability the benefits of an education and ancillary 
services so that he or she can function in society. 

 
II. Essential Duties and Responsibilities include the following:  Other duties may be 

assigned by the Deputy Superintendent or Director of Schools. 
 

• Provide a visionary leadership in the management and development of the 
instructional and behavioral management intensive special education program. 

• Supervise all staff working in the intensive services program  
•  Works with staff in transitioning students back to home school 
• Meets with Principals to determine appropriate placement for students needing 

intensive special education/behavioral services 
•  Serves as head administrator for intensive services students’ IEPs 
•  Ensures ancillary services such as speech, OT, PT, and behavioral health are 

provided 
• Evaluate and observes staff 
• Assist in the recruitment of the intensive services staff 
• Prepare and administers budget including grants. 
• Serves on curriculum development committees as requested. 
• Coordinates referrals to school and community resources as necessary. 
• Establishes effective working relationships with other institutions of the town, 

region, and state that may be of use to teachers, parents or student. 
 
 

III. Qualifications  
 
 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, 
skill, and/or ability required.  Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions. 

 
A. Education and/or Experience 

- Administrator I and II designation 



- Teacher certification in Special Education or a field of Education 
- At least three years of successful teaching experience 
- Must have a Master’s degree in an educational field or field of 

Management. 
 

B. Certificates, Licenses, Registrations 
- Valid driver’s license 
- Valid Maryland Teaching Certificate 
- Tact II restraint certification 

 
C. Language Skills 

Must be an effective communicator both orally and in writing.  Ability to submit 
detailed goals and objectives for department.  Ability to research a variety of 
topics and present material to a wide variety of audiences educating them on the 
field of Special Education/behavioral services. 
 

D. Mathematical Skills 
Ability to do basic arithmetic and maintain accurate budgetary records. 
 

E. Reasoning Ability 
Must be able to deal with a wide variety of tasks at the same time.  Must be a 
collaborator and a problem solver with ability to motivate students, staff and 
parents. 
 

F. Computer Skills 
Must possess working knowledge of Microsoft Office products including Excel, 
Word, PowerPoint, and Outlook email.  Experience with technology instructional 
tools is preferred. 

 
G. Other Skills and Abilities 

Must be able to respond to students in crisis in a successful manner. 
 

 H. Other Qualifications 
 Must be able to attend several out of town meetings and trainings as required. 
 

IV. Physical Demands 
 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 the 
essential functions.  Reports potentially unsafe conditions; Uses equipment and materials 
properly. 

 
 While performing the duties of this job, the employee is regularly required to talk or hear.  

The employee is frequently required to stand; walk and use hands to finger, handle, or 
feel.  The employee is occasionally required to sit and reach with hands and arms.  The 
employee must occasionally lift and /or move up to 80 pounds.  Specific vision abilities 
required by this job include close vision, distance vision, color vision, peripheral vision, 
depth perception and ability to adjust focus. 
 

V. Work Environment 
 The work environment characteristics described here are representative of those an 

employee encounters while performing the essential functions of this job.  Reasonable 



accommodations may be made to enable individuals with disabilities to perform the 
essential functions.   

 
 While performing the duties of this job, the employee is occasionally exposed to moving 

mechanical parts.  The noise level in the work environment is usually moderate. 
 
 


