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Maury County Board of Education
Columbia, Tennessee

JOB DESCRIPTION

JOB TITLE:

    Special Education Coordinator
REPORTS TO:
    Director of Special Education
QUALIFICATIONS:
1. Valid Tennessee teacher’s license with appropriate endorsement; 
2. Strong written, verbal, presentation and interpersonal skills;

3. Possesses a valid driver’s license and have access to dependable transportation; and
4. Meets health and physical qualifications.

ESSENTIAL FUNCTIONS:
1. Coordinates all aspects of the IEP management software program;
2. Assists the Director of Special Education with all aspects of fiscal management;

3. Coordinates and maintains all SPED contracted services (therapists, SLPs, etc.);
4. Coordinates Extended School Year programming; 

5. Mentors and trains new SPED employees;

6. General supervision of school psychologists, SLPs, and facilitating teachers, as well as itinerant, district-wide SPED staff;

7. Assists in coordinating professional development for SPED employees;

8. Addresses parent, student, teacher, and administrator questions and needs and attends IEP meetings as appropriate;

9. Assists in preparing all required state and federal reports; 

10. Performs other work-related duties as assigned.

PHYSICAL DEMANDS:
This job may require lifting of objects that exceed 50 lbs., or the average weight of a child, if assigned to elementary school, with frequent lifting and/or carrying of objects weighing up to 25 lbs.  Other physical demands that may be required are as follows:

1. Pushing and/or pulling

2. Climbing and/or balancing

3. Stooping, kneeling, crouching, and/or crawling

4. Reaching, handling

5. Talking

6. Hearing

7. Seeing                
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INTERPERSONAL SKILLS:
1. Adaptability to performing a variety of duties, often changing from one task to 
another of a different nature without loss of efficiency or composure.

2. Adaptability to accepting responsibility for the direction, control, or planning 

of an activity.

3. Adaptability to dealing with students.
4. Adaptability to making generalizations, evaluations, or decisions based on sensory or judgmental criteria.

CAPACITY AND ABILITY REQUIREMENTS:

Specific capacities and abilities may be required of an individual in order to learn 

or perform adequately a task or job duty.

1. Intelligence:  The ability to understand instructions and underlying principles.  

Ability to reason and make judgments.

2. Verbal:  Ability to understand meanings of words and the ideas associated 

with them.

3. Manual Dexterity:  Ability to move hands easily and manipulate small objects 
with the fingers.

4. Color Discrimination:  Ability to perceive or recognize similarities or 

differences in colors or shades or other values of the same color.


5.   Numerical:  Ability to perform arithmetic operations quickly and accurately.
WORK CONDITIONS:

Normal working environment.  
GENERAL REQUIREMENTS:

This job description is not intended to be all-inclusive; an employee will also 

perform other reasonably related job responsibilities as assigned by immediate supervisor and other management as required.

This organization reserves the right to revise or change job duties as the need arises.  This job description does not constitute a written or implied contract of employment.
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