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WINDHAM SCHOOL DISTRICT
Schools in the Texas Department of Criminal Justice
www.PreciousHeart.net 

Position Description
Division:

Continuing Education
Department:

Continuing Education
Working Title:

Director of Continuing Education
Payroll Title:

Administrative Officer IV
Group:


WSD 15
Status:


Exempt
Supervision Received:
Under the direct supervision of the Deputy Superintendent.

Supervision Exercised:
Supervises employees of Continuing Education Department.

Duties and Responsibilities:
INSTRUCTIONAL


1.
Develops and establishes program goals and objectives for 

MANAGEMENT



Continuing Education programs.






2.
Prepares guidelines, procedures, and standards for the Continuing Education programs.


 



3.
Develops and coordinates program evaluation activities.






4.
Submits reports, attends meetings, and represents WSD in matters concerning Project RIO educational activities.






5.
Supports and encourages the development and implementation of effective instructional programs to achieve identified needs.






6.
Disseminates information throughout WSD on operational process and strategies of Continuing Education that enhance the coordinated academic/vocational instruction, college programs, Project RIO, communications, and recreation.

SCHOOL/



7.
Communicates high expectations for staff performance.

ORGANIZATIONAL
CLIMATE



8.
Communicates effectively with staff.







9.
Works cooperatively with others in developing the mission and articulating a vision for the district.





10.
Uses evaluative findings to determine the extent to which goals and objectives are met.





11.
Provides resources and materials to support employees in accomplishing goals of Continuing Education.





12.
Performs duties in a professional manner through daily, punctual attendance at location of work assignment.

SCHOOL/


13.
Collaborates with other staff to define district and program goals ORGANIZATIONAL



and objective in support of the district's mission.

IMPROVEMENT




14.
Identifies, analyzes, and applies the findings of external research to facilitate program improvement.





15.
Facilitates effective and timely resolution of conflicts.





16.
Assists staff in the planning and application of emerging technologies and the use of existing technology in the Continuing Education programs.

PERSONNEL

17.
Supervises the interviewing, selection, and orientation of new staff.

MANAGEMENT




18.
Makes recommendations to the superintendent on the placement, transfer, and termination of Continuing Education employees.





19.
Observes employee performance, records observations, and conducts evaluation conferences with staff.





20.
Develops training options and/or improvement plans to ensure efficient operation of Continuing Education programs.

ADMINISTRATION

21.
Develops and proposes revisions of policies and procedures related AND FISCAL/



to Continuing Education.

FACILITIES
MANAGEMENT

22.
Directs and manages the budget for post-secondary, Project RIO, and recreation programs.





23.
Compiles budget and cost estimates based upon documented program needs.





24.
Demonstrates responsible fiscal control over assigned budget.




25.
Coordinates with colleges and universities to determine course offerings, needed equipment and supplies for existing and new units.




26.
Represents TDCJ and Windham School District in planning and 






negotiating contracts for services rendered for state and federal 






programs under the direction of Continuing Education. 




27.
Ensure compliance with state, federal, and agency regulations 






relating to departmental operations.




28.
Ensures contract compliance for Continuing Education programs.




29.
Researches, collects, and compiles data for special projects as assigned.




30.
Serves as liaison between TDCJ, Continuing Education, and Windham School District.

STUDENT

31.
Ensures that student services are effective in supporting the MANAGEMENT



teaching/learning process.

SCHOOL

32.
Establishes and maintains rapport between TDCJ, Texas Workforce COMMUNITY



Commission, colleges and universities, and Windham School RELATIONS




District.




33.
Cooperates with wardens and appropriate personnel in matters concerning Continuing Education programs.

PROFESSIONAL
34.
Performs duties in a professional, ethical, and responsible manner GROWTH AND



as defined in the SBEC Code of Ethics for educators.

DEVELOPMENT



35.
Develops needed professional skills appropriate to job assignments.

DISTRICT,

36.
Contributes to the attainment of student performance targets of REGION, OR




district.

CAMPUS






37.
Demonstrates progress in meeting assigned action plans of the 






district or campus improvement plans.
OTHER

38.
Performs other duties as assigned.

DUTIES
Educational Requirements:

Bachelor's degree from an accredited college or university and ten years of full-time wage- earning administrative experience in education, corrections, or related field, or a Master's degree from an accredited college or university with five years of full-time wage-earning administrative experience in education, corrections, or related field.

Additional Requirements With or Without Reasonable Accommodation:

Mental Demands:
Ability to communicate (verbal and written), ability to instruct, ability to speak, ability to reason, ability to compile data, ability to compute, ability to interpret policy, ability to concentrate, ability to interpret procedures and data, ability to memorize, ability to understand verbal and written instructions, ability to organize, ability to analyze, ability to maintain emotional control, ability to problem solve.

Physical Demands:
Ability to perform full duties of position, light lifting under 15 pounds, light carrying under 15 pounds, walking, sitting, standing, climbing stairs/ramps, kneeling, stooping, reaching, pulling, pushing, hearing (with aid), visual acuity, speaking, repetitive hand motions, driving car/van, travel by car/van, travel by airplane, distinguishing colors.

Environmental Demands:
Outside/inside, temperature extremes, humidity extremes, noise, slippery/uneven surfaces, radiant/electrical energy, works alone, works with others, works around machines with moving parts and objects, low or intense illumination, possible exposure to microwaves in use, possible chemical exposure to fumes, vapors.




