
SANTA CLARA COUNTY OFFICE OF EDUCATION

CLASS TITLE: DISABILITY SERVICES SPECIALIST- HEAD START

BASIC FUNCTION:

Under the direction of the Manager-Head Start Program Operations,  coordinates and analyzes

Head Start
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eligibility, recruitment, enrollment, selection and other materials.

Participates in annual Head Start planning task force and annual funding application process.

Creates and maintains inter/ intra- agency agreements to assure appropriate placements and services for
children with disabilities in Head Start/ Early Start programs; assures sources are consulted to determine
recruitment, selection and enrollment and attendance of children with disabilities.

Operates a variety of office equipment including a copier,  fax machine,  projector,  audio-visual

equipment, computer and assigned software.

Drive a vehicle to conduct work; visits sites and classrooms to monitor and provide technical advice
concerning Head Start/ Early Start disability program and educational activities; conducts site visits for
children referred to the Program; accompanies parents of children with special needs on site visits as
requested.

Trains and provides work direction and guidance to assigned personnel as required; oversees the work
of consultants and other contractors as assigned.

Coordinates, attends and conducts a variety of ineetings and conferences.

OTHER DUTIES:

Performs related duties as assigned.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

Planning,  organization,  coordination and implementation of the operations, activities,  educational

services and support functions of Head Start/ Early Start disabilities programs for local school districts.
Educational services,  standards,   requirements,  principles,   practices,  techniques,  theories and

procedures related to Head Start/ Early Start.

Practices and procedures involved in the development and implementation of Head Start/ Early Start
program services, goals, objectives, plans, strategies, standards, projects, processes and procedures.

Curriculum standards, interpretation and application in assigned programs and subject areas.

Instructional techniques and strategies related to assigned programs and subject areas.

Local, State and federal standards and requirements governing assigned programs and subject areas.
Policies and objectives of assigned programs and activities.

Oral and written communication skills.

Practices,  procedures and techniques involved in the development and implementation of staff
development activities.

Applicable laws, codes, regulations, policies and procedures.

Interpersonal skills using tact, patience and courtesy.
Operation of a computer and assigned software.

Basic public relations techniques.

ABILITY TO:

Plan, organize, coordinate and
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Coordinate communications, information and resources to meet the needs of children and families of

children with disabilities and enhance student learning.
Provide consultation and technical assistance to parents and staff concerning assigned subject areas and
programs and related standards, requirements, principles, practices, techniques and procedures.
Design,  develop,  implement and conduct training and staff development activities for staff and
administrators concerning assigned subject areas and programs.


