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assigned programs; assists in the formulation and development of policies, procedures and programs; 
recommends proper organization structure for assigned programs and functions. 
 
Participates, coordinates, and conducts a variety of meetings, staff development, orientations, 
committees, trainings, workshops, and/or conferences to present materials and information concerning 
LEAP and EPIC services, operations and activities (staff, supervisors, school communities, etc.). 
 
Directs and supervises the operation of the Educator Resource Center; supervises and evaluates the 
Educator Resource Center staff. 
 
Directs and evaluates the performance of assigned staff; interviews and selects employees and 
recommends transfers, reassignment, termination, and disciplinarycaton to
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Budget preparation and control; 
Oral and written communication skills;  
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LICENSES AND OTHER REQUIREMENTS: 
 
Valid California Administrative Services Credential 
Valid California Elementary, Secondary Teaching Credential or Special Education Credential 
Valid California driver's license 
 
WORKING CONDITIONS: 
 
ENVIRONMENT: 
Office environment 
Driving a vehicle to conduct work 
 
PHYSICAL DEMANDS: 
Hearing and speaking to exchange information and make presentations; 
Dexterity of hands and fingers to operate a computer keyboard; 
Seeing to read a variety of materials; 
Sitting or standing for extended periods of time. 
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