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JOB TITLE: Director of Special Programs   STATUS: Exempt 
     

REPORTS TO: Executive Director of Special Programs   TERMS: 230/ Non-contract 
            

DEPARTMENT: Special Programs    SALARY: AE109 

 

 

PRIMARY PURPOSE:  

Provide vision and leadership with integrity for district special education programs to ensure a continuum 

of comprehensive services and individualized programs for students with disabilities.  Coordinate, manage, 

and supervise other non-special education programs, services, and staff as assigned.  Ensure compliance 

with all state, federal, and local requirements. 
  

QUALIFICATIONS: 

Education: 

Master’s degree or higher from accredited college or university in administration or related field  

Mid-Management Certificate, Principal Standard Certificate, or Supervisor Certificate, preferred  

Valid Texas teaching certificate with special education endorsement, preferred  
    

Experience: 

Five years special education/teaching experience 

Three years administrative experience in an educational setting 

Knowledge of special education programs, professional development, applicable laws and 

regulations 

Basic technology skills 
 

MAJOR RESPONSIBILITIES AND DUTIES: 

 

1. Demonstrate ability to work effectively as part of a team while modeling respect of differing opinions and 

handling conflict. 
 

2. Develop and maintain rapport, communication, and interpersonal relationships with students, parents, 

teachers, administrators, other school personnel, business leaders, and community members. 

 

3. Maintain regular attendance and comply with timelines for reports and other assigned tasks. 

 

4. Identify needs for professional growth and engage in professional growth activities focused on the 

targeted goals and vision for PISD. 

 

5. Develop and maintain a working attitude of respect, fairness, and high expectations. 

 

6. Foster collegiality and team building among staff, encouraging their active involvement in decision-

making. 

 

7. Represent the department on behalf of the Executive Director as needed or assigned. 

 

8. Maintain the functions of the Special Programs office in the absence of the Executive Director. 

 

9. Supervise and evaluate special education employees and staff as identified by Executive Director. 

 

10. Coordinate and provide training and support for personnel, which may include teachers and instructional 

aides. 
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11. Serve as resource person for admission, review, and dismissal (ARD) committees as needed. 

 

12. Attend meetings/conferences to be informed of special education matters and other issues related to 

improving instruction and provide valuable input. 

 

13. Successfully supervise programs as designated by the Executive Director. 

 

14. Coordinate services from contracted agencies. 

 

15. Serve as administrative liaison to coordinate district special transport services, including ESY. 

 

16. Contribute to the recommendation of sound policies directed toward program improvement. 

 

17. Recommend budget and cost estimates for appropriate programs and compile budget data as needed to 

apply for and secure grant monies. 

 

18. Assist in improving the instructional program through classroom observation, visitation, and department 

meetings. 

 

19. Collaborate with Curriculum and Instruction Department to develop support and strategies for Pearland 

ISD staff in classrooms. 

 

20. Provide support to teachers and campuses for State Assessments. 

 

21. Perform needs assessments for campuses, working with campus administrators to develop plans to ensure 

student success. 

 

22. Monitor student progress by gathering and analyzing data, making recommendations based on findings 

and research. 

 

23. Ensure compliance with federal and state law, State Board of Education rule, and the local board policy. 

 

24. Compile, maintain, and file all district, state, and federal reports, records, and other documents as 

required. 

 

25. Actively seek out evolving laws and policies as it pertains to special education and communicates 

findings with appropriate staff members. 

 

26. Perform other duties as assigned. 
 

 

WORKING CONDITIONS: 

Tools/Equipment Used: Standard office equipment, including personal computer and peripherals; standard 

instructional equipment 

Posture: Prolonged sitting. Occasional bending/stooping, pushing/pulling, and twisting 

Motion: Repetitive hand motions including frequent keyboarding and use of mouse. Occasional reaching 

Lifting: Occasional light lifting and carrying (less than 15 pounds) 

Environment: Frequently work prolonged or irregular hours. Frequent districtwide travel. 

Mental Demands: Work with frequent interruptions. Maintain emotional control under stress. 
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The foregoing statements describe the general purpose and responsibilities assigned to this job and are not an 

exhaustive list of all responsibilities, duties and skills that may be required. 
 

I have read and understand the responsibilities required for this position as outlined above. 
 

 

_______________________________________________ 

Printed Name 
 

_______________________________________________ 

Signature 
 

_______________________________________________ 

Date 
 


