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THE PUTNAM COUNTY BOARD OF EDUCATION
JOB DESCRIPTION

Position: Consulting Teacher
Department: IDEA
Reports To: Supervisor of Special Education
Qualifications: 

Licensed in Special Education or Administration

Works with children/students of all ages

Works with parents in a non-threatening non-intimidating manner
Recognizes, utilizes and respects racial, ethnic and cultural diversity

Works on an equal level with professionals of many disciplines

Portrays a genuine commitment/ determination to find solutions to the individualized situations/problems facing each student and his/her family

Works under stress in meeting the changing/challenging needs of families and children

Manages time to meet the needs of families and students district wide

Travels within the community and schools

Willingness to attend mandatory meetings, possible after hours
Essential Duties and Responsibilities:
Consults and collaborates with other school personnel in gather and giving information on a case, and establishes pans for respective roles in the modifications of the student’s needs 

Confers with and advises individual teachers as requested, on matters pertaining to the special needs of all children. 
Serves as a resource person to parents of special needs

Interprets the special education programs offered by the district for special needs children to parents and community. 

Confers with teachers and parents when necessary

Attends case conferences on placement of individual students
Monitors special education paperwork through Easy IEP

Acquires personal acquaintanceship with the student’s parents or guardians, and works to establish an understanding and cooperative relationship based on the student’s individual needs
Assumes responsibility for obtaining teacher materials as necessary through the procedures established
Gathers information for state reports

Performs any other duties assigned.
Term of Employment:
10-11 month appointment as designated by Director of Schools

SECTION I:  ESSENTIAL DUTIES AND RESPONSIBILITIES
List the major duties/responsibilities in order of importance, beginning with the most important.  In the right column, indicate the approximate percentage of time on a monthly basis that the job requires for each stated duty.

                                                                                                                               Average Percent Time 
Essential Job Functions                                                                                                 (per month)                    

Give support and guidance to the Special Education teacher



60%
Help program planning for students     






20%                                                                                                       

Complete task for Special Education Supervisor
Total percentage must equal 100% excluding overtime                                                         100%                 


SECTION II:  SUPERVISION –For supervisory positions only

Describe the nature of supervision as it relates to supervisor/employee daily interaction.  Indicate the number of exempt and non-exempt employees that are supervised.  Include only formal lines of supervision (direct or indirect)
Select One

Level of Supervision     
              Exempts            Non-Exempts
_____________________________________________________________________________________________

                                      Close supervision over a group of employees :                                                                        

                                       assigning tasks and duties, giving specific                                                                             
                                       instruction, and directing work schedules
                                      General supervision over a group of                                                                        

                                      Employees: providing advice and direction                 

                                      For non-routine or extraordinary work situations                                                    
                                      Broad supervision over a group of employees                                                             

                                      In which the employee(s) supervised assumes                                                             

                                      all responsibility for work performed                                                                                           

SECTION III:  POSITION IMPACT – SCOPE
Decision Making Ability (List 3 examples of typical decisions commonly made by the person in this position.

1) Programs for Special Education students
2) Programming to go to certain classroom                                                                         

3) Easy IEP

Size of Responsibility (Assign a quantitative value which describe the size of the responsibility in terms of business):

Volume Measurement:  (e.g. budget dollars managed) 

Financial Responsibility:  (Does this position have financial responsibility, expenses, revenues, budget….how much?)


Risk Assessment: (Financial, employee relations, customer service, and productivity risks involved if things go wrong)

Maintain relationship with teachers, parents, and students

Does this employee have signature authority? _____No______________________
SECTION IV:  PHYSICAL REQUIREMENTS
List all physical demands of the position (e.g. lifting, carrying, bending, reaching, and the estimated weight of objects, if applicable).  These physical demands described here are representative of those that must be met by and 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.

      



       Never           Occasional                Frequent            Constant

Physical Demand                             0%                1%-32%                 32%-66% 
        67%+ 






A.  Standing                                        ___________________________X__________________

B.   Walking                                        ___________________________X___________________

C.   Sitting                                           ___________________________X_________________

D.   Bending/Stooping                        ______________X________________________________

E.   Reaching/Pushing/Pulling           ______________X_______________________________

F.   Climbing                                      ______________X______________________________

G.   Driving                                        ___________________________________________X___

H.   Lifting 10 lbs. or more                ___________________________X__________________

I.    Lifting 40 lbs.  or more               ___________________________X____________________

J.    Carrying 20 ft. or more               ___________________________X____________________

K.  Visual coordination/seeing          ___________________________________________X____

L.  Hearing                                         ___________________________________________X___

M.  Grasping, writing, typing             ___________________________________________X___

N.  Other
_____________________________________________________________________________
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NOTICE: The preceding job description has been designed to indicate the general nature and level of work performed by employees within this        classification.  It is not designed to contain or be interpreted as a comprehensive inventory of all duties, responsibilities and qualifications required as employees assigned to this job.



