School District of Santa Rosa County

Job Description

Teacher on Special Assignment – Special Projects and 

Executive Director of Santa Rosa Educational Foundation
	Reports to:  Assistant Superintendent/Currciulum & Instruction
	FLSA Status:  Exempt

	Department:  Instructional Services
	Prepared by:  Human Resources

	Date:  March 13, 2014
	Job Code:  20332


Principal Duties and Responsibilities (Essential Functions):
· Coordinates dissemination of school board informational news

· Develops and submits grant proposals in an attempt to secure additional funding for special projects

· Coordinates Santa Rosa County’s Teacher-of-the Year Program

· Serves as Executive Director of Santa Rosa Educational Foundation Program

· Assists in the interpretation and implementation of applicable district, state and federal policies, laws and regulations to staff personnel and community

· Provides appropriate information to the superintendent, assistant superintendent, or other personnel

· Assists the superintendent, assistant superintendent, or staff members in organizational analysis and development

· Develops, recommends, and administers assigned department budget

· Recommends and directs committees as needed or assigned

· Assists in the planning and implementation of staff development programs

· Prepares appropriate administrative reports

· Communicates and works efficiently with staff members and school personnel

· Prepares and presents oral and written reports to the public and the school system

· Maintains official department files and records

· Keeps abreast, on a systematic basis, with new trends and publications

· Participates in appropriate activities for continued professional growth

· Provides own method of transportation when required to visit various locations

· Performs other duties as assigned

· Supervises appropriate office staff

Supervision Received:

Asst. Supt./Curriculum & Instruction
Supervision Exercised:

Supervises additional staff as hired by the Santa Rosa Educational Foundation
Supervises the selection of Teacher of the Year, Rookie of the Year, and Mini-Grants
Minimum Qualifications & Skills Required: 

1. Currently hold or eligible for Florida teaching certificate
2. Three years of teaching experience in public schools
Preferred:

Former Santa Rosa County Teacher of the Year or school level Teacher of the Year
Physical Demands:

Exerting up to 20 lbs. of force occasionally and/or up to 10 lbs. of force as needed to move objects.  While performing the responsibilities of the job, the employee is required to talk and hear.  The employee is often required to sit and use their hands and fingers, to handle or feel.  The employee is required to stand, walk, reach with arms and hands, climb or balance, and to stoop, kneel, crouch or crawl.  Vision abilities required by this job include close vision.

Reasonable accommodations may be made to enable individuals with disabilities to perform essential functions.

Terms of Employment:
Conclusion:

This job description is intended to convey information essential to understanding the scope of the job and the general nature and level of work performed by job holders within this job.  However, this job description is not intended to be an exhaustive list of qualifications, skills, efforts, duties, and responsibilities or working conditions associated with the position.
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