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Director of Technology /Communication

Supervisor: Superintendent

Evaluator: Superintendent

Department: (ffice of Technology and Information Management
Description

Responsible for the overall planning, coordination, evaluation and implementation of
technology and information management for the scheol district. Provide leadership in
the use of technological delivery systems for instruction and support services. Facilitate
district public relations and communications. The primary daily focus will be in the
area of technology.

Qualifications

Masters’ Degree concentrated in Information Management or technology related
field

Experience in web-based instructional leadership

Ability to communicate with a diverse array of stakeholders and be able to
interpret technical literature

Pennsylvania administrative certification and/or Pennsylvania certification as a
Specialist of Instructional Technology

Five (5) years of K-12 teaching experience and computer/technology experience

Unique experiential knowledge in addition to or in place of the above

Duties, Responsibilities, and Functions

The essential functions of this position include, but are not limited to, the following:

Lead the District communication program and use of technology in instruction

Develop and update the comprehensive technology/communication plans for the
District

Evaluate technology and communication systems and make changes and
recommendations to the Superintendent
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Duties, Responsibilities, and Functions (cont.)

® Serve as an administrative liaison to the Curriculum Instruction and Technology
Committee

] Develop the yearly technology/communication budget

® Utilize Schools Interoperability Framework (SIF) concepts in decision-making

® Work with appropriate staff to integrate the use of technology in curriculum

development, instruction and delivery

° Develop program application guides and documentation logs for
technology /communication systems

L Responsible for implementation of distance learning, media utilization, internet,
and technology and communication initiatives

® Develop a training program for appropriate users for the operation and
utilization of all information management

® Develop and implement ways in which business and education can establish
partnerships which enhance the use of technology for education

° Oversee development of a cornprehensive district web-site

L Develop, supervise and monitor an external/internal communication system and
celebration and recognition system

® Facilitate public relations/communication with press, members of the public,
parents, and students

e Produce publications to promote the Warren County School District

® Any other duties as assigned by the Superintendent

Comments
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Warren County School District
185 Hospital Drive
Warren, PA 16365

DIRECTOR OF ELEMENTARY EDUCATION (K-5) AND STATE

AND FEDERAL PROGRAMS

QUALIFICATIONS:

1.

A valid Pennsylvania Certification in School Administration and a Letter of
Eligibility or a Pennsylvania Certificate for Supervision of Curriculum and
Instruction are required. If no certification beyond School Administration is
possessed, within one (1) year of hire, the employee would be required to be
enrolled in a certification program and within two (2) years from enrollment,
obtain either a Letter of Eligibility or Supervisor of Curriculum and
Instruction certification.

At least five (5) years successful experience in public education, which
includes elementary school instruction, Federal Programs (Titles I, II, V)
and/or administration/supervision.

Such alternatives to the above qualifications as the Board may find
appropriate and acceptable.

REPORTS TO: Superintendent and/or designee

JOB GOAL: The Director of Elementary Education is an advocate of quality instruction
and professional development; the assessment of needs of the clients; the refinement of
quality instructional programs and process; and effective communication with all
constituencies about those programs and processes.

PERFORMANCE RESPONSIBILITIES:

1.

Formulas and operates in conjunction with professional staff and administration a
positive,  curriculum-building  program, including the development,
implementation, evaluation, and revision as well as the coordination of
kindergarten through grade five programs of instruction and services.

Develops and facilitates professional development programs for all professional
staff, which includes staff supported through Federal programs.
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3. Informs the administration and instructional personnel of current research based
programs strategies and/or to enhance the instructional areas.

4, Recommends innovative programs to improve instruction and educational
services concerning curricular revisions and other changes.

5. Involves appropriate mstructional and admimistrative staff in the textbook
selection process, and makes recommendations to the Superintendent for
textbooks and supplementary book adoptions.

6. Analyzes assessment data and facilitates the review of assessments, instructional
materials, and curricula to ensure the quality, content, and form of these materials
and content are directed toward the development of improved instruction for all
children.

7. Collaborates with the Coordinator of Technology Services to implement the
Districts technology plan in grades K-5.

8. Prepares grant proposals for special federal and state programs and maintains
administrative oversight for such programs.

9. Contributes to the preparation and adminmstration of the School District budget.
10. Assists with the recruitment, selection and training of new school staff.

11. Attends and participates in local, state, and national conferences relevant to the
district’s programs.

12. Assists the principal in review of the budgetary allocations and serves as a
receiving agent for requisitions which require financial expenditures.

13. Prepares and administers budgets for Title I, IT and Title V programs.
14. Supervises the Title I Programs to ensure that appropriate, effective, and efficient

services are provided to students and makes recommendations to the
Superintendent.

15. Coordinates building and district PAC activities and assumes responsibility for
disseminating information about Title I regulations and guidelines to parent

groups.

16. Reports to the local Board of Education as to the overall status of the elementary
and federal programs.

17. Coordinates District assessment and confers with principals and teachers
regarding their results.
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18.

19.

20.

21

22

23.

24.

25.

26.

Monitors the receiving and storage of testing materials, student record forms, and
AB files.

Functions as a resource person for the department on any testing issues.

Publishes and distributes the Elementary Testing Calendar and coordinates
implementation with the Director of Secondary Curriculum.

. Works with elementary building counselors to inventory and order testing

materials and scoring services.
Communicates with principals, department coordinators, guidance counselors,
and teachers to ensure continuous curriculum development for all levels of

instruction.

Performs such other tasks and assumes other responsibilities as assigned by the
Superintendent.

Coordinate, assist and meet on a regular basis with the academic coaches.
Serve as the liaison with the charter schools and non-public schools.

Serve as the early childhood liaison.

TERMS OF EMPLOYMENT: Salary and benefits to be determined in accordance
with the Administrative Compensation Plan established between the Act 93 Group and
the Warren County School District Board of School Directors.

EVALUATION: Performance will be evaluated annually in accordance with provisions
of the Board’s policy on Evaluation of the Administrative Personnel.
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Warren County School District
185 Hospital Drive
Warren, PA 16365

DIRECTOR OF SECONDARY EDUCATION (6-12)

QUALIFICATIONS:

1. A valid Pennsylvania Certification in School Administration and a Letter of
Eligibility or a Pennsylvania Certificate for Supervision of Curriculum and
Instruction are required. If no certification beyond School Administration is
possessed, within one (1) year of hire, the employee would be required to be
enrolled in a certification program and within two (2) years from enrollment,
obtain either a Letter of Eligibility or Supervisor of Curriculum and
Instruction certification.

2. At least five (5) years successful experience in public education, including
secondary school instruction and/or administration/supervision.

3. Such alternatives to the above qualifications as the Board may find
appropriate and acceptable.

REPORTS TO: Superintendent and/or designee

PERFORMANCE RESPONSIBILITIES:

1.

Formulas and operates in conjunction with professional staff and administration a
positive,  curriculum-building  program, including the development,
implementation, evaluation, and revision of the grade six through twelve
programs of instruction and services.

Develops and facilitates professional development programs for all professional
staff.

Informs the administration and instructional personnel of current research based
programs and/or strategies to enhance the instructional areas.

Recommends innovative programs to improve instruction and educational
services concerning curricular revisions and other changes.
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5. Involves appropriate instructional and administrative staff in the textbook
selection process, and makes recommendations to the Superintendent for
textbooks and supplementary book adoptions.

6. Analyzes assessment data and facilitates the review of assessments, instructional
materials, and curricula to ensure the quality, content, and form of these materials
and content are directed toward the development of improved instruction for all
children.

7. Collaborates with the Coordinator of Technology Services to implement the
Districts technology plan in grades 6-12.

8. Assists with the recruitment, selection and training of new school staff.

9. Contributes to the preparation and administration of the School District Budget.

10. Communicates with principals, department coordinators, guidance counselors,
and teachers to ensure continuous curriculum development for all levels of
instruction.

11. Provides an opportunity for members of the department to review asgsessment
materials, Makes recommendations to the respective principals for budgetary

allocation for acquisition of such resources.

12. Assists the principal in review of the budgetary allocations and serves as a
receiving agent for requisitions which require financial expenditures.

13. Functions as a resource person for the department on any testing issues.
14. Collects, packages and ships assessment documents to scoring companies.

15. Works with secondary building counselors to inventory and order testing
materials and scoring services.

16. Works with department coordinators and participates/facilitates in appropriate
meetings.

17. Supervises all external testing; ie., (SAT, ACT, PSAT) and end-of-year
Advanced Placement Testing.

18. Assists in the dissemination of assessment results.

19. Maintains a file of assessment summaries and prepares District profile for the
Board.
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20. Coordinates District assessment and confers with principals and teachers
regarding their results.

21. Monitors the receiving and storage of testing materials, student record forms, and
files.

22. Collaborates with Director of Special Services to review guidelines for the testing
of students with special needs.

23. Performs such other tasks and assumes other responsibilities as assigned by the
Superintendent.

24. Oversees the alternative education program.

25. Facilitates enrollment and placement of foreign exchange students,
26. Coordinates the district dual enrollment program.

27. Directs the implementation and oversight of graduation projects.

28. Works with the appropriate authorities relevant to juvenile probation and
incarcerated youth.

29, Coordinates student hearings.

30. Facilitates summer school planning.

31. Coordinates the library and media services.

32. Oversees the school nurses and their assignments.
TERMS OF EMPLOYMENT: Salary and benefits to be determined in accordance
with the Administrative Compensation Plan established between the Act 93 Group and

the Warren County School District Board of School Directors.

EVALUATION: Performance will be evaluated annually in accordance with provisions
of the Board’s policy on Evaluation of the Administrative Personnel.
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