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Plans, prepares and monitors the site budget; analyzes and reviews budgetary and financial data; 
controls and authorizes expenditures in accordance with established limitations; manages assigned 
grants. 
 
Provides, coordinates, and participates in staff development training; monitors teachers' credentials; 
and oversees the staffing needs of assigned programs. 
 
Maintains student and staff attendance systems and management information system; prepares, 
monitors, and submits reports, documentation, and data regarding school activities, needs, and services.  
 
Facilitates the preparation, implementation, and training of parent groups, community groups, and 
related agencies as may be needed. 
 
Assists with the preparation of, training in, and implementation of site disaster preparedness plans and 
drills. 
 
Operates a computer and assigned software programs; operates other office equipment as assigned; 
drives a vehicle to conduct work as assigned. 
 
Attends and conducts a variety of meetings as assigned; serves on assigned committees. 
 
OTHER DUTIES: 
Performs related duties as assigned. 
 
KNOWLEDGE AND ABILITIES: 
 
KNOWLEDGE OF: 
Planning, organization, coordination and implementation of alternative school education programs. 
Budget preparation and control. 
Program building, operations, funding and maintenance. 
Curriculum development and implementation. 
Program evaluation strategies. 
Teaching theories and practices. 
Oral and written communication skills.  
Principles and prac
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Interpret, apply and explain rules, regulations, policies and procedures.  
Establish and maintain cooperative and effective working relationships with others.  
Operate a computer and assigned office equipment. 
Analyze situations accurately and adopt an effective course of action.  
Meet schedules and timelines.  
Work independently with little direction.  
Plan and organize work.  
Maintain records and files. 
Prepare comprehensive narrative and statistical reports. 
 
EDUCATION AND EXPERIENCE:M
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