DIRECTOR OF DISTRICT-WIDE PROGRAMS
A. Responsible To:  Superintendent or Assistant Superintendent


B. Primary Job Responsibility:  To provide coordination and leadership in the administration of budgets, services and activities pertaining to the district's federal and state instructional grants including (but not limited to) Title III, Title IV, Flexible Focus Funds as well as Family Resource Youth Service Centers, coordination of partnerships with community and regional businesses for innovative instructional programs, and assigned instructional programs.
C. Essential Functions of Job Responsibilities:  

Federal Grants
· Plans, coordinates, and supervises all Title III and Title IV budgets, programming and activities.

· Works with District Comprehensive Improvement Planning committee to plan Title IV program.
· Oversight of 21st Century Community Learning Center grant compliance.

· Prepares budget for, monitors and oversees Migrant Program, including but not limited to the selection of program personnel, collaboration with schools in meeting needs of migrant students, and training staff.

· Manages Perkins Vocational –Education budget and evaluation reports.

· Attends regional and state meetings related to grant programs.

Flexible Focus Funds
· Coordinates district PD in all areas.
· Coordinates the district's professional development days.

· Prepares program related reports, and other paperwork that may be required by the Kentucky Department of Education.

· Coordinates the 42 Hour Leadership training program for all administrators.

· Assists with the identification of appropriate, quality presenters.  Develops contracts; makes travel arrangements, and oversee the development of training materials required by the presenter for all training.

· Secures Kentucky Department of Education approval for leadership training workshops when required.

· Facilitates school meetings for decisions regarding professional development.

· Meets with school PD Coordinators as needed to provide updates on current and upcoming activities that affect the school.

· Under the direction of the Assistant Superintendent for Curriculum and Instruction, prepares and administers the PD budget.

· Develops and maintains district ESS budgets.
· Works with building coordinators to provide all ESS program activities including after school tutoring, before school tutoring, summer school, night school, Saturday school, and online learning opportunities.

· Provides training opportunities for ESS personnel.
· Maintains school and district ESS records.
· Assures that ESS program conforms to state guidelines, district policies, and goals.

· Implements textbook and supplementary material plans.
· Assists in the development of textbook/instructional (T/I) purchasing plans.

· Orders and distributes (T/I) materials.
Family Resource Centers

· Coordinates grant applications for any new Family Resource/Youth Service Centers.
· Assures that appropriate measures are taken for receiving continuing grants.
· Assists in the evaluation of Family Resource Youth Service Centers staff.

· Assists coordinators and Advisory Councils in achieving the goals of each Family Resource/Youth Service Center.
· Maintains budgeting and financial information - fiscal manager.
· Acts as liaison with other organizations, programs and authorities.
· Conducts regular meetings with personnel.
· Provides financial, personnel, and programmatic oversight for FRYSC daycare programs.
Innovative Instructional Programs

· Organize, plan, direct and implement innovative instructional programs.  

· Oversee budget; monitor and control budget according to established guidelines.

· Coordinate with secondary staff for student internships and community partnerships.

· Develop personalized pathways to high school graduation.

· Monitors and prepares reports related to innovative instructional programs.

· Serve as liaison to Paducah Chamber of Commerce for Business Education Partnerships and related programs.
       Other Assigned Duties

· Serves as local SBDM trainer.

· Coordinates services for non-English speaking students.

· Serves as Homeless Education Coordinator.

· Complete required reporting related Flexible Focus Funds Programs, FRYSC, Vocational-Education, Migrant, and Homeless.
· Manages Perkins Vocational-Education budget and evaluation reports.
· Attends regular meetings with regional, local and state personnel.

· Organizes new employee training/orientation program.

· Establishes program of certified teacher training, mentorships, and support in absence of Kentucky Teacher Internship Program.

· Acquires information necessary for intern reports, final reports, certification requests and payment of mentor teachers.
· Attends Board of Education meetings.

· Participates in district committees.

· Performs such other duties as may be assigned..
· Follows all Board of Education policies, procedures, and all state and federal laws.
· Maintains regular and predictable attendance.

· Adheres to the professional code of ethics.

EDUCATION AND EXPERIENCE:

-Valid State Teacher Certificate (Preferred)

-Appropriate Administrative Certificate

PHYSICAL DEMANDS: ►
	
	Seldom/Rare
	Occasional

(up to 1/3 of work day)
	Frequent

(1/3 to 2/3 of work day)
	Repetitive

(2/3 or more of work day)

	Standing/Walking
	
	
	►
	

	Sitting
	
	
	►
	

	Handle/Finger/Feel
	
	
	►
	

	Reach/Push/Pull
	
	►
	
	

	Bend/Stoop/Crouch
	►
	
	
	

	Kneel/Crawl
	►
	
	
	

	Climb/Balance
	►
	
	
	

	Lift/Carry  

     (Check Frequency)
	
	
	
	

	►  Up to 10 lbs.
	
	
	►
	

	►  Up to 20 lbs.
	
	
	►
	

	►  Up to 50 lbs.
	►
	
	
	

	►  Up to 100 lbs.
	►
	
	
	

	►  Over 100 lbs.
	►
	
	
	


TERMS OF EMPLOYMENT:

Salary and work year to be established by the Board.
EVALUATION:  Performance of this job will be evaluated in accordance with provisions of the Board’s policy on Evaluation of Certified Personnel.

The statements herein are intended to describe the general nature and level of work being performed by employees assigned to this job classification.  These statements are not intended to be a complete list of responsibilities, duties and skills required of personnel so assigned.  Responsibilities and duties assigned are at the discretion of the Supervisor.

_____________________________
________________________________

Signature
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Eff. July 2018

Director of District-Wide Programs
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