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STUDENT SUPPORT SERVICES SPECIALIST

Job Overview

The job of the Student Support Services Specialist was established for the purpose of coordinating assigned special
education program components and related activities; providing information to others; and implementing and
maintaining services within established guidelines and standards.

This job reports to the Executive Director of Student Support Services.

Essential Functions

Assists with personnel functions (e.g. recruitment, hiring, evaluations, etc.) for the purpose of maintaining
adequate staffing, enhancing productivity of personnel and ensuring that objectives of Special Education
programs are achieved within budget.

Collaborates with district personnel and other districts for the purpose of implementing and maintaining
services and/or programs.

Coordinates contracted services for the purpose of delivering services in compliance to established guidelines.

Coordinates program components, support needs and material for the purpose of delivering services which
conform to established guidelines.

Develop proposals, new programs, budget and grants for the purpose of meeting District goals.

Evaluates programs and/or projects for the purpose of carrying out and achieving objectives within area of
responsibility.

Facilitates meetings, processes, IEPs, etc. for the purpose of implementing and maintaining programs and
services which achieve district's desired objectives.

Implements assigned programs and/or projects for the purpose of conforming to district and state curriculum
and/or instructional objectives.

Maintains a variety of records (confidential and non-confidential) and files for the purpose of ensuring
documentation for future reference in accordance with administrative and legal requirements.

Monitors assigned district activities and/or program components for the purpose of coordinating activities and
ensuring compliance with established financial, legal and/or administrative requirements.

Prepares a wide variety of written materials (e.g. quantity reports, student activities, correspondence, internal
audits, etc.) for the purpose of documenting activities, providing written reference, and/or conveying
information.
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Working Environment

This job is performed in a standard office environment and in a generally clean and healthy environment. Generally, the
job requires 80% sitting, 10% walking, and 10% standing.

Physical Requirements: occasional lifting, carrying, pushing, and/or pulling; some stooping, kneeling, crouching, and/or
crawling; and significant fine finger dexterity.

Qualifications
Minimum experience: Job related experience with increasing level of responsibility is required.
Minimum education: Master’s degree in job related area.
Required Testing: Required Certificates and/or Licenses: FLSA Status:
None Specified TN Special Education Teaching License School Exempt

Psychology or SLP Certification
Appropriate Professional Certification

Continuing Education/Training: Clearances: Employee Type:
Maintain Licensure/Education Criminal Justice Fingerprint/Background Certified
Clearance

Pursuant to the Williamson County Board of Education’s policy of non-discrimination, Williamson County Schools does not discriminate
on the basis of race, color, religion, age, sex, national origin, disability status, genetic information, protected veteran status, or any other
characteristic protected by federal, state or local laws in its policies, or in the admission of, access to, treatment, or employment in its
programs, services, or activities.
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