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ESSENTIAL/NON-ESSENTIAL FUNCTIONS
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SPECIAL/ADDITIONAL REQUIREMENTS AND DESIRABLE QUALIFICATIONS

PERSONAL CONTACTS

EMPLOYEE ACKNOWLEDGEMENT
I have read and understand the duties and requirements listed above, and I am able to perform these duties with or 
without an accommodation. (If you believe an accommodation may be necessary, or if unsure of a need for an 
accommodation, inform the hiring supervisor or the Accommodations Coordinator at Accommodations@cde.ca.gov.) 

EMPLOYEE NAME EMPLOYEE SIGNATURE DATE

MANAGER/SUPERVISOR ACKNOWLEDGEMENT
I certify this duty statement represents a current and accurate description of the essential functions of the position. I have 
discussed the duties of this position with the employee and provided the employee a copy of this duty statement.

MANAGER/SUPERVISOR NAME MANAGER/SUPERVISOR SIGNATURE DATE

HRD C&P ANALYST HRD APPROVAL DATE EFFECTIVE DATE DATE UPLOADED

This form will be kept in the employee's Official Personnel File.

Original - Classifications & Pay Office Copies - Employee and Supervisor
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	CDESeal: 
	: 
	PRLogNum: 
	Classifications: Supervising Teacher II
	WorkingTitle: Director of Student Services & Admissions
	Branch: Instruction, Measurement & Administration
	Division: State Special Schools and Services
	Office: California School for the Blind
	CBID: S03
	WWG: SE
	PCN: 
	PositionNumber: 184-610-9732-001
	City: Fremont, CA
	Probation: N/A
	Tenure: Permanent
	TimeBase: Full-Time
	Bilingual: No
	Telework: In-Office
	SafetySensitive: Yes
	ConflictofInterest: Yes
	GeneralDuties: Under the direction of the site superintendent, the Director of Student Services & Admissions supervises CSB's related service providers, Student Information Services Analyst (SSA), and Spanish Translator/Interpreter at the California School for the Blind (CSB). The Director of Student Services & Admissions oversees the admissions process and chairs the Admissions Review Committee; prepares and maintains student discipline records, including serving as CSB's Title IX Coordinator; oversees the scheduling of Individual Education Plan (IEP) meetings; and coordinates CSB's accreditation.  
	ConductExp: All employees are expected to work cooperatively with others, maintain regular, consistent, predictable attendance, and possess integrity, initiative, dependability and good judgment.
	SupervisorRec: Site Superintendent
	SupervisorEx: The Director of Student Services & Admissions exercises direct supervisory responsibility of Teacher Specialists, Teachers, Staff Services Analyst, Permanent Intermittent Spanish Translator, and Occupational Therapist.
	WorkingConditions: Will work in a temperature-controlled environment with LED lighting. The position requires use of a desktop and/or laptop computer and other standard office equipment. May sit at desk or use sit/stand desk. This position may be kneeling, squatting, bending, reaching overhead/above shoulder level and walking outdoors. Frequent contact with blind or low vision students and may be around service animals. Occasional travel to attend meetings and conferences. 
	TimeRequired1: 35
	Duties1: Supervision: Provides leadership, supervision, and evaluation for CSB's School Psychologists, Speech-Language Pathologists, Orientation & Mobility Specialists, Occupational Therapist, Spanish Translator/Interpreter, and Student Information Services Analyst. Meets weekly with each team to initiate and implement program goals. Adheres to California Department of Education (CDE) hiring and evaluation practices. Evaluates the performance of assigned personnel in accordance with school guidelines and provides feedback and guidance. Adheres to the progressive supervision program as outlined by CDE (i.e., updates duty statements, communicates job expectations, trains staff, applies corrective measures, and participates in disciplinary action proceedings).
	TimeRequired2: 25
	Duties2: Admissions: Oversees the dissemination of information about CSB's admission process including website information, print resources, email communication, admissions tours, and distribution and review of electronic application packets. Interacts with referring school district teams and parents of prospective students. Prepares the agenda for and chairs weekly meetings of the Admissions Review Committee. Coordinates school visits, observations, and pre-assessment meetings with referring teams as needed. Oversees Assessments of Suitability for Placement (ASP) for students applying for enrollment. Reviews, edits, and distributes weekly reports prepared by ASP teams. 
	TimeRequired3: 15
	Duties3: Cabinet: Serves as a member of the CSB Cabinet in program planning, coordination, and achievement of school improvement goals. Collaborates with other Cabinet members to 1) Plan professional development that includes annually required trainings and content based on operational needs, goals for program development and school improvement, and staff preference survey data, serving as the lead coordinator for professional development; 2) Plan and lead monthly faculty meetings; and 3) Conduct discipline investigations.
	TimeRequired4: 10
	Duties4: IEP Meetings: Oversees the scheduling of IEP meetings for the entire student body. Manages language services for non-English speaking families including CSB's Spanish interpreter, language interpretation and translation contracts, and phone interpretation through the Language Line contract. Chairs IEP meetings throughout the school year. 
	TimeRequired5: 10
	Duties5: Accreditation: Coordinates CSB's accreditation process. Works closely with Cabinet to develop a self-review process, prepare accreditation reports, meet accreditation timelines, and conduct annual reviews of CSB's Schoolwide Action Plan. 
	TimeRequired6: 5
	Duties6: Other duties and mandatory trainings as assigned
	AdditionalReq: Desirable qualifications include: Experience working with school-age students with blindness, low vision, and/or Deafblindness. Experience as a program supervisor, principal, or program specialist with oversight responsibilities of education programs for students with blindness, sensory impairments, and/or multiple disabilities. Experience working with local school districts and families to develop Individualized Education Programs (IEPs) and Individualized Transition Plans (ITPs), including facilitating IEP meetings, writing comprehensive, measurable, and appropriate IEP and ITP goals and objectives, and completing legally-compliant IEP paperwork.
	PersonalContacts: The Director of Student Services & Admissions will have regular contact with CSB Cabinet, CSB staff, CSB students, families of CSB students, Local Education Agency (LEA) representatives, staff in similar roles at the California Schools for the Deaf, officials from the California Department of Education (CDE), and CSB's Community Advisory Committee (CAC).
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