
ZACHARY COMMUNITY SCHOOLS 

POSITION DESCRIPTION

TITLE:   Instructional Support Specialist
REPORTS TO:  Director of Support Services

GENERAL RESPONSIBILITIES:  
Serves as facilitator to provide assistance to teachers, principals, special education staff, other system professional staff, the community, and parents, relative to all aspects of special education services to children.  Confers directly with designated principals and special education liaison(s) at assigned school sites or home settings to promote student achievement.

PERFORMANCE RESPONSIBILITIES/ESSENTIAL FUNCTIONS:
•
Provides consultation and direct service as needed to teachers, principals, other school personnel, and families on effective specially designed instruction and assessment of student progress.  
•
Provides or assists in staff development for school personnel and parents on topics relevant to special education including effective instruction, assessment of student progress, development and monitoring of IEP’s , determining eligibility for Extended School Year Program (ESYP), development and enhancement of ESYP and transition programs.

•
Collaborates with the building principal in the continuing professional development of not-fully-certified special education teachers according to a written plan of professional development.

•
Coordinates placement, transportation, and other services needed by students with disabilities.

•
Facilitates compliance with local, state and federal regulations/policy.

•
Assists building principals in ordering and distributing textbooks, materials, and assistive technology devise for students with disabilities.

•
Collaborates with principals, teachers, parents, special education staff, and students in evaluating, assessing needs, planning, developing, and reviewing programs for students with disabilities.

•
Participates with the Director in planning and projecting class locations, specialized equipment needs, and student assignments for students with disabilities.

•
Collaborates and participates with the Director in Child Search activities in compliance with state and federal policy.

•
Collaborates with other agencies to provide a seamless transition from Part C to Part B services through out the year.

•
Collaborates with principals, teachers, parents, and special education staff in providing direct early intervention services for students identified with developmental delays.

•
Participates with the Director in the development of service options to provide least restrictive environment. (LRE)

•
Assists teachers, principals, other school personnel, parents, and students in the design and implementation of behavior management plans, individual education programs, and individual transition plans.

•
Plan and engage in activities to enhance personal professional growth.

•
Performs other duties as assigned by the Director.  
ESSENTIAL FUNCTIONS:
Minimum requirements as identified by ADA.

COMMUNICATION SKILLS:
Must be able to communicate competently in English both orally and in writing. Must have ability to accurately give and receive information via telecommunication system. Must be able to communicate successfully and pleasantly with the public. Must be able to represent the school system at various public functions in a professional manner including training and staff development.

EQUIPMENT USE:
Computers, printers, facsimile machine, calculator, photocopy machine, telephones, audio-visual aids, telecommunications devices, and computer relay terminal.

PHYSICAL INVOLVEMENT:
Sitting, standing and the ability to move about independently are required most of each workday. Standing, walking, reaching, bending, lifting up to 10 pounds is sometimes required. Mobility skills necessary to access a variety of work locations.

MENTAL INVOLVEMENT:
Must be able to understand and interpret written and verbal instructions from supervisor.  Must be able to work independently with minimal supervision.  Must be able to perform essential functions.

HUMAN RELATIONS INVOLVEMENT:
Must possess sufficient interpersonal skills to work collaboratively with others.  Must respond positively to supervision and suggestions for improvement.  Must use resourcefulness, tact, and sensitivity in meeting and assisting persons who make inquires about special education services.  Must be willing to participate in staff development relative to instructional responsibilities and performance.  Must demonstrate sensitivity/understanding in interpersonal relations with persons of diverse cultures and backgrounds.

MINIMUM QUALIFICATIONS:

1. At least a masters degree from an accredited university or college and Louisiana certification (according to Bulleting 746) in a least one area of special education

2.
A minimum of five (5) years teaching experience in the area of special education.

3. Knowledge of recommended practices in specially designed instruction, federal and state regulations, system policies and procedures for special education.

4. Experience in identifying appropriate specific interventions, informal assessment methods, instructional strategies, and assessment technology.

5.
Self-directed energetic, enthusiastic, leadership-oriented, with the ability to apply logical, relational though in collaboration and decision-making.

6. Ability to communicate effectively in verbal and written forms.

7.
Willingness to maintain confidentiality.  
TERMS OF EMPLOYMENT:

10 months/8 hours per day

SALARY SCHEDULE:
Not Applicable

EVALUATION:
This position shall be evaluated in accordance the Zachary Community Personnel Accountability Plan.

NOTE:  This job description is a summary of the primary duties and responsibilities of 
the position.  It is not intended to be a comprehensive listing of all duties and                                           responsibilities.  The Zachary Community School Board reserves the right to change this description at its discretion.

REVIEWED AND AGREED TO BY: 

____________________________________
  

_____________

                     Applicant’s Signature






Date
__________________________________________



Print Name
