
SANTA CLARA COUNTY OFFICE OF EDUCATION

CLASS TITLE: MANAGER- SPECIAL EDUCATION PROGRAMS

BASIC FUNCTION:

Under the direction of the Director-Special Education, plans, organizes and directs instructional services and
leadership for special education support and instructional staff; manages and oversees the provision of
support services in the areas of speech therapy, physical therapy and occupational therapy services, and
technology support;  oversees the provision of assistive technology and augmentative communication
systems for special needs students; manages and maintains network and desktop technology for special
education; coordinates creation of caseloads and calendars; serves as liaison to districts, community agencies
and internal departments; supervises and evaluates the performance of assigned personnel.

REPRESENTATIVE DUTIES:

ESSENTIAL DUTIES:

Plans,  organizes and directs instructional services and leadership for special education support and
instructional staff; implements, monitors, evaluates and provides leadership for the development of Special
education curriculum and instructional programs such as speech language pathology, occupational therapy
and physical therapy; coordinates and manages caseload creation for speech language pathologists, and

occupational and physical therapists; monitors and provides leadership to designated instructional staff for
the development of student therapy plans; monitors and provides daily assistance to educational staff on
Web Individualized Education Plan ( IEP) development and completion.

Oversees the provision of assistive technology and augmentative communication systems for special needs
students; manages and maintains network and desktop technology for special education; develops and
maintains programs and provides training for on- line IEPs; assures students receive specified IEP support
services; manages district and in- house referrals for augmentative/ alternate communication ( AAC) and
assistive technology assessments; supervises AAC lab for student assessment; prepares and maintains service
contracts with the external providers of technology services; maintains special education network server for
staff and student data.

Provides Special Education oversight for charter schools by monitoring the change in the number of charter
school students; managing the increase in due process actions with respect to Special Education legal

violations, supervising the COE employees working in charter schools; participating as the administrative
designee for IEP meetings for compliance and legal issues, and monitoring Special Education spending and
budget management.

Supervises and evaluates the performance of assigned staff;  interviews and selects employees and
recommends transfers, reassignments, terminations and disciplinary actions; assigns work, supervises and
delegates responsibility to professional and support staff; coordinates and plans staff development and
training activities as assigned.

Maintains
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Provides technical expertise, information and assistance to the Director regarding assigned functions; assists
in the formulation and development of policies, procedures and programs.

Directs the preparation and maintenance of a variety of narrative and statistical reports, records and files
related to personnel and assigned activities.

Communicates with other administrators, personnel and outside organizations to coordinate activities and
programs,  resolve issues and conflicts and exchange information; answers directly or facilitates staff
responses to parental inquiries, concerns and complaints.
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ABILITY T0:

Plan,  organize and manage instructional services and leadership for special education support and
instructional staff;

Manage and oversee the provision of support services in the areas of speech therapy, physical therapy and
occupational therapy services, and technology support;
Oversee the provision of assistive technology and augmentative communication systems for special needs
students;

Manage and maintain network and desktop technology for special education;
Coordinate creation of caseloads and calendars;

Serve as liaison to districts, community agencies and internal departments;
Supervise and evaluate the performance of assigned staff;

Communicate effectively
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Revised: 6/ 24/ 13 Charter school duties added; California added to: Valid California Special Education Credential
Revised: 5/ 16/ 17 Removed requirement: Speech Language Pathology and Audiology certification
Revised: 5/ 20/ 19: Duties updated to include professional development seminars and trainings; managing special projects
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Approved:    Anisha Munshi, Ed. D.   D te

Assistant Superintendent-Personnel Services
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