
 
RIALTO UNIFIED SCHOOL DISTRICT 

 
COORDINATOR, SPECIAL EDUCATION 

Management Job Description 
 

DEFINITION 
 

Under the direction of the Lead Special Services Agent, to plan, organize, and coordinate the special education instructional 
training program design and delivery systems to ensure optimal educational opportunities and growth experiences; to assist 
in the planning, organization and coordination of research and development processes, including product and service audit 

 Provide leadership and expertise in assessing, identifying, formulating, and implementing the District special education 
goals and objectives in compliance with state and federal legal mandates and guidelines. 

 Provides leadership in the development of processes, strategies, and feasibility planning and recommends the necessary 
human and monetary resources in order to achieve the special education result expectancies. 

 Assists in the planning, organization, development, and conduct of a variety of staff development and in-service training 
program. 

 Establishes communication feedback systems and processes for monitoring and auditing the special education program 
functions. 

 Assists in the planning, monitoring and review of special education teachers and instructional assistant’s functions and 
activities. 

 Assists in the planning and conduct of research and development activities, including the projecting, planning, and 
forecasting of future special education service programs, functions, and activities. 

 Assists in planning, organization, and implementation of special education budget planning guidelines and procedures, 
and expenditure control strategies. 

 Assists in planning procedures and guidelines for special education areas. 
 Maintains management information and records systems necessary for completion of required county, state, and federal 

reports. 
 Serves as the district liaison with other public and private agencies providing services to the students with disabilities. 
 Initiates and coordinates the efforts to acquaint District adm
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Must be able to deal with these environmental considerations: 

Heat:   Has own controls  Fluorescent lights:  Yes 
Odor:  Yes    Floor may be slippery at times:  Tiled areas 
Noise:  Yes    Working in close quarters with others:  Yes, all the time 
Humidity: Occasional   Working inside: 95% of the day 
Moisture: Occasional   Working outside:  5% of the day 

 
This job requires: 

Alertness:   Constantly 
Attention to detail:  Constantly 
The use of two hands:  Constantly 
Recall of names and dates: Constantly 
Ability to work in temperatures down to 30 degrees and up to 105 degrees. 

 
Ability to deal with psychological factors: 

Team work:   Constantly 
Frustration:   Moderate - depends on the time of year 
Repetitive tasks:  Yes, signature 
Level of responsibility:  High 
Must keep up with schedule: High 
Able to work extended hours as needed:  High 
Dealing with upset employees, parents, community members:  Moderate 

 
Physiologic factors: 

Must maintain a high level of consciousness:  Yes 
Orientation to time, place or person:   Yes 
Ability to read at 12th grade level:   Yes 
Ability to comprehend and follow directions:  Yes 
Able to keep up a high activity level during the shift: Yes 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
rlw: 11/2017 

 
AN EQUAL OPPORTUNITY EMPLOYER 

RIALTO UNIFIED SCHOOL DISTRICT IS A “DRUG and TOBACCO-FREE WORKPLACE” 


