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HUMAN RESOURCES / EMPLOYEE CLASSIFICATION

POSITION CLASSIFICATION - 6408
October 1997
POSITION TITLE:
Project Coordinator for Math Initiative

REPORTS TO:
Principals and designated Administrators

Objective: To lead, develop and coordinate all math initiatives regarding curriculum,  research, staff development, data evaluation and, mentoring and coaching of staff. To represent the District, as required or requested, as an active participant in designated conferences, seminars, workshops, which may impact District policy and decision making regarding math educational initiatives.  To develop and maintain a diverse, state-of-the-art knowledge of math teaching initiatives.

Essential Functions:

1.
Leads, develops and coordinates all math initiatives regarding curriculum,  research, staff development, data evaluation and, mentoring and coaching of staff.

2.
Represents the District, as required or requested, as an active participant in designated conferences, seminars, and workshops which may impact District policy and decision making regarding math educational initiatives.

3.
Develops and maintains a diverse, state-of-the-art knowledge of math teaching initiatives.

4.
Recommends and implements, as approved, compliance to special education law and District procedures, as directed.

5.
Develops funding of specific math activities through the Colorado Department of Education (CDE), as required or requested.

6.
Researches and analyzes math initiatives, related procedures and data collection methods.

7.
Provides technical direction and guidance to a departmental Secretary and assigns activities including: records maintenance; data collection; responding to referrals; and develops and maintains effective communications with referring staff, teachers and administrators.

8.
Analyzes and determines what the District’s needs in order to provide math initiatives to students, which includes assessing staff to determine what it needs in order to implement initiatives and provide support.  Facilitates the design of math programs to meet identified student needs in compliance with math initiatives.

9.
Facilitates group discussion and teamwork. 
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10.
Communicates positively with students, staff and community as required or requested, in order to teach and model appropriate performance.

11.
Acts as a liaison to various community agencies, parents and individuals in support of student achievement in math.

12.
Maintains both the integrity and confidentiality of all data, as directed.

13.
Performs other related duties, including special projects, as required or requested.

Education/Experience: Master’s Degree in Education or equivalent is preferred, with a focus in math. Demonstrated experience conducting original research and analysis in order to consider, implement and maintain curriculum and methodology which is used to teach math.  Demonstrated working experience with a variety of computer hardware and software, including PC and MacOS operating systems.  Demonstrated knowledge and experience working successfully with students.  Three (3) to five (5) years of related experience.

Licensure/Certification: None.

Performance: Demonstrated experience performing in compliance with established human resource and departmental policies regarding: attendance (absences, tardiness, sick leave and vacation use, and other scheduled or unscheduled absences); dress code; customer/member services; safety; security, disaster and other policies procedures and practices.  Demonstrated effective and diplomatic oral and written communication.  Performance is limited to the scope of essential duties and responsibilities. 

Physical/Environmental Characteristics: Essential duties are routinely performed in a general office work environment and regularly require sitting at a work station/desk plus movement while completing paperwork or using computers, printers, calculators, copiers, fax machines and other business office machines and equipment.  Essential duties may involve: occasional kneeling, squatting, crouching, stooping, crawling, standing, bending, climbing (to stack, store or retrieve supplies or various office equipment), as directed.  Compliance to security and safety procedures, including use of Personal Protective Equipment (PPE), is required. 

