SAN MATEO COUNTY OFFICE OF EDUCATION

CLASSTITLE: COORDINATOR, EDUCATION

BASIC FUNCTION:

Under the direction of an assigned adminigirator, plan, organize, coordinate and implement the educationa
savices, training activities, ingructional resources and support functions of an assigned subject or
ingtructiond areafor local school districtsto enhance student learning and achievement; provide consultation
and professond development activities to administrators, staff and faculty to enhance the educationa
effectiveness of assgned subject or ingtructiond area.

REPRESENTATIVE DUTIES:

ESSENTIAL DUTIES.

Plan, organize, coordinate and implement the educationa services, training activities, ingtructiona resources
and support functions of an assigned subject or ingtructional area for loca school digtricts to enhance
sudent learning and achievement; monitor, evaluate and adjust activities in response to the ingtructiond
needs of local school districts and students.

Provide consultation and technical assistance to school digtricts, faculty, administrators, staff and others
concerning assigned subject or indructiona area; respond to inquiries and provide detailed and technica
information concerning related services, dtandards, requirements, principles, strategies, practices,
techniques, compliance, laws, codes, regulations, policies and procedures.

Plan, design, develop, implement, coordinate and conduct training and professiona development activities
for faculty, staff and administrators concerning assigned subject or ingtructiond areg; prepare and deliver
ord presentations and explain related content, curriculum, materias, assessment, principles, theories,

standards, guidelines, requirements, practices, procedures and techniques.

Coordinate activities and provide training and assistance to enhance faculty and adminigrative skills and
understanding related to educationa practices, ingtructiond materid guiddines and requirements, lesson
plans, curriculum standards and ingtructiona strateges, assst in developing curriculum standards and
ingructiona strategies and selecting ingructiond materids as assgned.

Serve asaliaison and coordinate communications, activities and information related to assigned subject or
ingructiona area between County Office adminisirators, personnd, school digtricts, outside organizations,
governmenta agencies and the public; establish, support, facilitate and maintain partnerships.

Monitor and evaluate the educationa effectiveness of assgned subject or ingtructional area; develop and
implement strategies and training activities to enhance educationa effectivenessand student learning rel ated
to assigned subject or indructiond areain loca schoal didtricts.
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Maintain current knowledge of educational methods, practicesand standards rel ated to assigned subject or
ingtructional areaand related laws, codes, regulations, policies and procedures, assist school districtswith
modifying services to assure compliance with standards and requirements.

Assg in the development and implementation of educationa programs, projects and services related to
assigned subject or ingtructiona areaas required; assist school digtricts with resolving educationd issues,
conflicts and problems related to assgned subject or ingtructiona area and related student needs; assst
school digtricts in complying with State and federa requirements.

Assg in assuring adequate materials and resources to meet school support service needs; order and
maintain adequateinventory levels of training and various other materia s asrequired; organize and didtribute
training materias as directed; prepare and set up for training activities and other events.

Train and provide work direction and guidance to assigned personnel as required; assign employee duties
and review work for accuracy, completeness and compliance with established standards and procedures,
provide input concerning employee eva uations as requested.

Assg inthedeve opment and preparation of annua preliminary budgetsfor assgned subject or ingtructiona
area as assigned by the position; review and evauate budgetary and financia data; control and authorize
expenditures in accordance with established limitations.

Participatein researching, obtaining and maintaining grantsand other funding sourcesfor assgned programs
and school support services as assgned; assst with implementing and administering grants and assuring
compliance with related requirements as directed; prepare proposas and assst with developing and
maintaining contracts as required.

Compile, review and andyze avariety of technica dataand information related to ingtructiond or subject
area; prepare and maintain avariety of records and reports related to professional devel opment, training,
budgets, financid activity, meetings, grants and assgned duties.

Operate avariety of office equipment including copiers, fax machines, projectors, audio-visud equipment,
computers and assigned software.

Drive avehide to conduct work; vigt stes and classrooms to monitor educationa activities and provide
technica advice concerning assigned subject or ingtructiond areaand related services.

Assg school digtricts with the design, development and implementation of professona development
gystems as required.

Attend and participate in a variety of meetings, task forces, seminars, in-services and conferences as
directed; present materials and information concerning assigned subject or ingructiona area and related
sarvices, assst with coordinating meetings, conferences and specid events and activities as required.

January 18, 2006
San Mateo County Office of Education



Coordinator, Education - Continued Page 3

OTHER DUTIES:
Perform related duties as assgned.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

Panning, organization, coordination and implementation of the educationd services, training activities,
ingtructiona resources and support functions of an assigned subject or ingructiond area.

Principles, theories, standards, practices, strategies and proceduresinvolved in enhancing student learning
and achievement.

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

Curriculum standards, interpretation and application in assgned subject or indructiond area.
Instructional techniques and strategies related to assigned subject area or program.

Educationd services, stlandards, requirements, principles, practices, techniques, theories and procedures
related to assigned subject or instructiond area.

Diverse academic, socioeconomic, culturd, disability, and ethnic backgrounds of County students.
Locd, State and federd standards and requirements governing assigned subject or instructiond area.
Policies and objectives of assgned programs and activities.

Ord and written communication skills.

Basic budget preparation and contral.

Applicable laws, codes, regulations, policies and procedures.

Interpersond skills using tact, patience and courtesy.

Operation of a computer and assigned software.

Public spesking techniques.

ABILITY TO:

Plan, organize, coordinate and implement the educationd services, training activities, indructiona resources
and support functions of an assigned subject or indtructiond area for loca school didtricts to enhance
student learning and achievement.

Provide consultation and technical ass stance concerning assigned subject or ingtructional areaand related
content, standards, requirements, principles, practices, techniques and procedures.

Design, develop, implement and conduct training and professiond development activities for faculty, staff
and adminigtrators concerning assigned subject or ingructiona area.

Facilitate groups in planning, problem: solving and decision making.

Work collaboratively with individuals and groups from diverse ethnic, racid, linguistic and socid
backgrounds.

Prepare and deliver ord presentations.

Develop and implement dtrategies and training activities to enhance educationd effectiveness and student
learning related to assigned subject or ingtructiond areaiin locd school didtricts.

Coordinate activities to enhance faculty and adminigtrative understanding of educationa practices,

curriculum standards and ingtructiona strategies.

Interpret, apply and explain laws, codes, regulations, policies and procedures.
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Communicate effectively both oraly and in writing.

Egtablish and maintain cooperative and effective working relationships with others.
Operate a computer and assigned office equipment.

Analyze Stuations accurately and adopt an effective course of action.

Meset schedules and time lines.

Work independently with little direction.

Plan and organize work.

Prepare and maintain various records, reports and files.

EDUCATION AND EXPERIENCE:

Any combination equivalent to: master’s degree in education or related field and five years teaching or
related experience working in assigned subject or ingtructiona area.

LICENSESAND OTHER REQUIREMENTS:

Vdid Adminigtrative Services Credentid.
Vdid Cdiforniadriver's license,

WORKING CONDITIONS:

ENVIRONMENT:
Indoor work environment.
Driving a vehicle to conduct work.

PHYSICAL DEMANDS.

Dexterity of hands and fingers to operate a computer keyboard.

Seeing to read a variety of materias.

Sitting or standing for extended periods of time.

Hearing and spesking to exchange information and make presentations.
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