MILLARD

PUBLIC SCHOOLS

2100.16: DIRECTOR OF SECONDARY EDUCATION

Reports to: Associate Superintendent for Educational Services

General Summary: Directsthe planning, implementation, and evaluation of programming related to
secondary education for students’ grades 6 through 12, and it's accompanying routines and activitiesfor the
school district, under the direction of the Associate Superintendent for Educational Services.

Essential Functions:

I. Assiststhe Associate Superintendent in the development of the program model to be utilized in the
planning, development and evaluation of curriculum in the district. (5%)

II. Developsand coordinates processes and procedures which will ensure the articulation of Pre-K-12
programming wher e possible and/or appropriate. (5%)

[11. Coordinatesthe development and utilization of learner outcomes, assessment analysis, intervention
models, and progress monitoring in the secondary program. (5%)
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IV. Assistsin theevaluation of the curricular program and materials and makes appropriate
recommendations concer ning their use. (3%)

V. Directsthe coordination of the ELL program in the secondary schools. (3%)

VI. Workswith building administrators, the Director of Leadership & Learning, C&| MEP facilitators,
and secondary department headsto coordinate the work of building instructional teams. (3%)

VII. Assistsin the development of aleader ship-training program for secondary administrators,
curriculum specialists, department heads, building level instructional teams and other fulfilling positions
designed to further secondary education in thedistrict. (1%)

VIII. Servesasaresourceto secondary administratorsin under standing and implementing the program
components so that building-level (site-based) administration can assume responsibility for the programsin

their respective buildings. (2%)

IX. Servesasaresourceto secondary administratorsto ensureappropriate curricular and
instructional programming for all students. (3%)

X. Works cooperatively with other departments (i.e., human resour ces, business, DARE, L eader ship &
L earning) to ensure the provision of both a comprehensive and effective educational program. (2%)

Xl. Directsthe coordination of the High Ability Learner program in the secondary schools. (3%)

X1l. Workswith, and providesinput to special program personnel (technology, media, student services,
SPED, ELL, etc.) in issuesrelated to secondary education. (2%)

XI1. Interprets, along with building personnel, the secondary program to staff, parents, community and
the Board of Education. (3%)



X1V. Workswith the Director of Leadership & Learning and other appropriate personnel in designing
appropriate programming for the professional growth of staff in the secondary schools. (3%)

XV. Maintains knowledge of current educational issuesthrough reading, confer ence attendance and
other personal growth experiences. (3%)

XVI. Works closely with those who serve as content leadersfor the District (i.e., curriculum - C&1 MEP
facilitators, specialists, department heads, interventionists) or who provide support asaresourcetothe
building program (i.e., grantswriter, coordinators) and evaluates accordingly. (18%)

XVII. Directsthe Coordinator of Secondary Programsin developing and implementing academiesfor high
school students. (2%)

XVI1I. Coordinatesthe development and implementation of Advanced Placement® and dual enrollment
cour ses while providing resources and required training for teachers. (2%)

X1X. Assistsin the evaluation of administrators as assigned by the Superintendent of Schools. (8%)
XX. Assistsothersin the design and development of those programs serving students outside of the
normal school structure (i.e. night school, Credit Recovery. Keith Lutz Horizon High School, school-

community programs). (3%)

XXI. Servesasaresourceto building-level administratorsin areasidentified by the Superintendent or
designee. (3%)

XXI1. Developsand recommends the budget necessary to oper ate the secondary education program. (5%)
XXI11l. Reportsto the Associate Superintendent, the Office of the Superintendent, and the Board of
Education on aregular basisasit regardsthe progressor problemsencountered at the secondary level.
(3%)

XXI1V. Attendsall school board and cabinet meetings. (5%)

XXV. ActsasEducational Servicesliaison with district, community, university systems, and state
programs. (2%)

XXVI. Assumesthose other responsibilitiesrelating to secondary education as assigned by the Associate
Superintendent for Educational Services. (3%)

Qualifications:



I. Education Level: A doctoral degreefrom an approved institution with a major in educational
administration or the accepted equivalent ispreferred. A six-year specialist degreein educational
administration or the accepted equivalent isrequired.

II. Certification or Licensure: Appropriate Nebraska Administrative Certificate.

[11. Experiencedesired: Four years of successful administrative experience in the area of curriculum.

V. Other requirements: Strong leader ship and planning skills. Possession of good oral and written
communications skills.

Special Requirements:
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The statements herein areintended to describe the general nature and level of work being performed by

employees assigned to this classification. They arenot intended to be construed as an exhaustivelist of all
responsibilities, duties, and skillsrequired of personnel so classified. Responsibilities and duties assigned
are at thediscretion of the supervisor and building principal (or superintendent).
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