
DOUGLAS COUNTY SCHOOL SYSTEM

P. O. BOX 1077, Douglasville, GA 30133

Mr. Trent North, Superintendent

770-651-2378

VACANCY NOTICE

2023-2024 School Year

POSTING DATE: March 15, 2023

CLOSING DATE: March 28, 2023 or until filled

POSITION TITLE: Supervisor of Special Needs Pre-school (L.E.A.P)

PRIMARY FUNCTION: To assist the Director of Special Education in providing Special Needs
Pre-School Services (L.E.A.P.) for identified children

REQUIREMENTS: Educational Level: Bachelor’s Degree in Personnel Administration or
related field or equivalent experience. Master’s degree preferred.

Certification/License: Valid teacher certification in any area of Special Education along with an
L-5 in Educational Leadership, Director of Special Education, and/or
Administration/Supervision with a commitment to earn L-6 in six years.

Experience: Teaching and/or supervisory experience totaling at least five years

Physical Activities: Exerting up to 10 pounds of force occasionally, and/ or a negligible
amount of force frequently or constantly to lift, carry, push, pull or
otherwise move objects, including the human body. Sedentary work
involves sitting most of the time. Jobs are sedentary if walking and
standing are required only occasionally, and all other sedentary criteria
are met.

Proficient Skills: Written and oral communication skills, knowledge of state and federal
assessment and accountability requirements, Interpersonal Skills,
Microsoft Office skills

Reports to: Executive Director of Special Education

Annual Work Schedule: 202 day schedule plus extended day/extended year

Essential Duties:

1. Demonstrates prompt and regular attendance.
2. Works to promote and maintain a positive working environment.
3. Recruits, interviews, completes hiring recommendations and placements of special education teachers and

staff of L.E.A.P. program.
4. Supervises and evaluates special education staff, as appropriate.
5. Plans and coordinates the professional learning activities of L.E.A.P. personnel.
6. Plans and coordinates the program activities and special events of the L.E.A.P Program.
7. Plans and coordinates the curriculum, instruction, and assessment of the L.E.A.P Program.
8. Assists with monitoring referrals of pupils needing L.E.A.P. services.



9. Responds to and coordinates the administration of special education parental complaints and/or legal
actions.

10. Assures compliance with the state and federal regulations.
11. Participates in IEP meetings/discussions to coordinate or review a student’s health related services covered

by Medicaid.
12. Assists with monitoring pupil accounting system for L.E.A.P Programs.
13. Assists with the development, administration, and implementation of the special education budget including

Individuals with Disabilities Education Act (IDEA) funds.
14. Keeps current on educational research and assists with relaying pertinent findings to staff members and all

concerned.
15. Assists with recommending to the Board and Superintendent the expansion of current programs and

development of new ones.
16. Performs other duties or responsibilities as assigned by the Director of Special Education or

Superintendent.
17. Adequate progress towards Professional Growth Goals/Plan as measured by the Professional Growth

Rating Rubric. Scores S = 3 or 4, NI = 2, U = 1

APPLICATION PROCEDURES:

External Applicants: Apply online through Frontline. Submit a cover letter stating interest in this
specific position, a standard resume and a list of three references with addresses and phone numbers, as
soon as possible.

Current Employees: A letter of interest, resume and a list of three references with address and phone
numbers.

Email your application materials to Human.Resources@dcssga.org by March 28, 2023

The Douglas County School system does not discriminate on the basis of race, gender, color,
age, religion, national origin, or disability in its employment procedure.

mailto:Human.Resources@dcssga.org

