


Coordinator for Pupil Personnel Services

I. Functions

Under the direction of the Director for Student Services, the Coordinator will provide leadership for the Office of Pupil Personnel Services, will be responsible for the supervision and evaluation of Pupil Personnel Workers and will provide oversight for the management of all programs and services assigned to the office.

II. Essential Job Functions

· Ensures delivery of exemplary pupil personnel services in all schools

· Supervises and evaluates pupil personnel workers

· Develops and manages an annual budget 

· Manages the day-to-day operations of and special projects for the Office of Pupil Personnel

· Provides oversight and management of programs in the Office of Pupil Personnel including, but not limited to, Home and Hospital Teaching, Home Instruction, the Homeless Education Assistance Act, the Student Assistance Program (SAP)

· Manages and ensures compliance with policies and procedures specifically related to enrollment, including out-of-county living arrangements, residency, and attendance

· Serves as the MSDE Liaison for homeless students and the Point of Contact for children in state-supervised care

· Compiles information for specific MSDE reports 

· Acts as the Superintendent’s designee for residency appeals and homeless dispute resolution appeals

· Assist with coordination of professional development for child abuse and neglect prevention

· Works collaboratively with agencies and organizations in the community to provide resources and support for students and families

· Serves on school system committees as needed.

Position Vacancy 

Application Deadline: August 14, 2009


Equal Opportunity Employer

III. Qualifications

Applicants must meet all of the following qualifications to be considered:  (Please use resume and letter to specifically address qualifications.)

· Current Maryland State certification as a pupil personnel worker OR

· Related MSDE certification area

· Current Maryland State certification endorsement in administration and supervision

· A minimum of three years of successful pupil personnel work experience OR

· Three years related work experience including experience as a school administrator
· Demonstrated experience in leadership and facilitating professional development 

· Knowledge of relevant policies, procedures and programs related to the delivery of pupil personnel services 

· Knowledge of agencies and resources in the community

· Flexibility to work flex-hours as needed

· Excellent listening, written and oral communication skills

· Excellent human relations/interpersonal skills.

Preferred Qualification:

· Current Maryland State certification as a pupil personnel worker
Candidates should also:

· Have working knowledge of the general organization of the Howard County Public School System

· Show evidence of on-going continuing education and/or professional development.

IV. Salary

This is a 12-month position, Grade 28 on the Administrative, Management and Technical Salary Scale. The salary range for this position starts at $77,650 - $$120,00+. Salary placement will be in accordance with the salary procedures of the Howard County Public School System.

V. Application

Outside applicants must fill out and send, by mail, the attached HCPSS administrative application form, letter of interest, resume, copies of all transcripts, and three completed reference forms (blank forms are included in the application) to the Director of Human Resources, The Howard County Public School System, 10910 Route 108, Ellicott City, Maryland 21042. Faxed and emailed applications cannot be accepted and will not be considered.
Current employees must submit a letter of interest, a current resume, and two references. 

For all applicants, references must come from current and/or past supervisors. 
Please call Ann Fersht at 410-313-6612 for additional information.

VI.
Relevant Information

There will be a pre-screening of all applicant credentials.  Interviews will be limited to those applicants who, in addition to meeting the basic requirements, have experiences and education, which most closely match the position qualifications and system needs.
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