JOBTITLE DIVISION

REPORTS TO
SPECIALIST 1 AS-ASSIGNED DESIGNATED SUPERVSOR
ELA Curriculum Specialist- Academic Services COORDINATOR V
Grades K-5
SALARY SCHEDULE & GRADE LENGTH OF WORK YEAR DATE
HAV GRADE 9 AS APPROVED BY THE BOARD JUNE 14, 2016LY-42,2004

SCOPE OF RESPONSIBILITIES

Provides technical assistance to district and school staff inthe area_of Elementary Grades English Language Arts
curriculum and instructions-ef-assignmentand-develepment, monitoring and implementation of Elementary Grades
English Language Arts Standardsassighed-program-—or-activity; provides professional development in-service as
assigned; surveys system wide needs in Elementary Grades English Language Arts area—of-assignment and
determines effectiveness of Elementary Grades English Language Arts curriculum and instructionassigned-program-or
aectivity; supervises and directs the work of committees andother groupsasassigned.

PERFORMANCE RESPONSIBILITIES
1. Assumes responsibility for and assists designated supervisor in short-range and long-range planning for Elementary Grades English
Language Arts as assigned.
2. Works cooperatively with the designated coordinator, program directors and specialists inassessing and addressing
the district's priorities and needs and in developing, reviewing and revising Elementary Grades English Language
Alls pregram-eroetbdbasasslonec,

Researchespast_andcurrentpracticesin Elementary Grades English Language Arts allareas-assighedand integratesresearch inall
areas of responsibility.

4. Facilitates Supervises and directs the work of committees and task forces as assigned.

5. Works cooperatively with the designated coordinator and staff development personnel to provide in service training in
Elementary Grades English Language Arts area-of-assighment.

6. Works closely with district and school staff to obtain information regarding the effectiveness of Elementary Grades
English Language Arts assigred-programs or activities.

7. Provides technical assistance to district and school staff inthe Elementary Grades English Language Arts areas-of-assignment.

8. Assure compliance with local, state and federal regulations and procedures related to Elementary Grades English Language Arts
ares-of-assignment.

9. Assures compliance with Board Goals and Administrative Objectives related to Elementary Grades
English Language Arlsarea-of-assighment.

9:10. 10. Performs other duties as assigned by designated supervisor.

PHYSICAL DEMANDS

The work is primarily sedentary. It requires the ability to communicate effectively using speech, vision and hearing. The
work at times requires bending, squatting, climbing, reaching with the ability to lift, carry, push or pull light weights. The
work requires the use of hands for simple grasping and fine manipulations. The work requires being around moving

machinery, driving automotive equipment, exposure to marked changes in temperature and humidity and exposure to dust,
fumes and gases.

MINIMUM QUALIFICATIONS

1. Master'sBachelor's Degree or higherwith area or majorin_English.with KY teacher certnfcatnona#eas@assognment
2. Three (3) years successful experience, preferable at elementary levels-inarea-of-assighment

DESIRABLE QUALIFICATIONS

1. Three (3) years successful experience in supervision of instruction and/or curriculum developmentMasters-Degree

2. Kentucky certification in supervision-and/er—administration_and/or supervision

3. Demonstrated knowledge of learning theory, program planning, development, management and evaluationSuccessful-experience-in-area-of-
resscreh-raethodsand-sisiagies

4. Demonstrated ability to interpret test results and develop instructional programs to correct program weakenesses

070412
03152-39-000



JOB TJTLE DIVISION

REPORTS TO

SRECIALIST H AS-ASSIGNED DESIGNATED-SURERVISOR
ELA Curriculum Specialist Academic Services COORDINATOR V
Grades 6-8

SALARY SCHEDULE & GRADE LENGTH OF WORK YEAR DATE

IV GRADE 9 AS APPROVED BY THE BOARD JUNE 14, 2016LY¥-12.2004

SCOPE OF RESPONSIBILITIES

Provides technical assistance to district and school staff inthe areas of Middle Grade English Language Arts cuniculum and
instruction assigamentand-development, monitoring and implementation of Middie Grade English Language Arts Standards;
assigned-program-oractivity:provides professional development in-service as assigned; surveys system--wide needs
in Middle Grade English Language Arts area-of-assigament-and determines effectiveness of Middle Grade English Language
Arts assigned-program-or-activity; supervises and directs the work of committees andother groupsasassigned.

PERFORMANCE RESPONSIBILITIES

1. Assumes responsibility for and assists designated supervisor in short-range and long-range planning for Middle Grade English Language
Arts as assigned.

2. Works cooperatively with the designated coordinator, program directors and specialists inassessing and addressing
the district's priorities and needs and in developing, reviewing and revising Middle Grade English Language Arts
35

Researchespastand currentpractices in Middle Grade English Language Arts all-areas-assighedand integratesresearch inallareas of
responsibility.

4. Facilitates Supervises and directs the work of committees and task forces as assigned.

5. Works cooperatively with the designated coordinator and staff development personnel to provide in service training in
Middle Grade English Language Arts area-of-assigament.

6. Works closely with district and school staff to obtain information regarding the effectiveness of Middle Grade English
Language Arts assigred-programs or activities.

7. Provides technical assistance to district and school staff in Middle Grade English Language Arts

8.

Assure compliance with local, state and federal regulations and procedures related to Middle Grade English Language Artsa;eaef—

AsSisnmeh,

9. Assures compliance with Board Goals and Administrative Objectives related to Middle Grade English
anguage Arts area-ofassignment.

9:10. 10. Performs other duties as assigned by designated supervisor.

PHYSICAL DEMANDS

The work is primarily sedentary. It requires the ability to communicate effectively using speech, vision and hearing. The
work at times requires bending, squatting, climbing, reaching with the ability to lift, carry, push or pull light weights. The
work requires the use of hands for simple grasping and fine manipulations. The work requires being around moving

machinery, driving automotive equipment, exposure to marked changes in temperature and humidity and exposure to dust,
fumes and gases.

MINIMUM QUALIFICATIONS

1. Master'sBachelor's Degree orhigherwith area or major in_English wihKenludy eacher cericaonare a-ofassighment
2. Three (3) years successful experience preferable at secondary levelsinarea-of-assignment

DESIRABLE QUALIFICATIONS

1. Three (3) years successful experience in supervision of instruction and/or curriculum developmentMaster's-Degree

2. Kentucky certification in supervision-and/er-administration_and/or supervision

3. Demonstrated knowledge of learning theory, program planning, development, management and evaluationSuceessful-experience-in-area-of-
research-metheds-and-sirategies

4. Demonstrated ability to interpret test results and develop instructional programs to correct program weaknesses

070412
03152-39-000



JOBTITLE EAEIe

REPORTS TO
AS-ASSIGNED e —
SPECIALIST Hi DESIGNATED-SUPERVISOR
ELA Curriculum Specialist Academic Services COORDINATOR V
Grades 9-12
SALARY SCHEDULE & GRADE LENGTHOF WORK YEAR DATE
HAV GRADE 10 AS APPROVED BY THE BOARD JUNE 14, 2016LY-42,2004

SCOPE OF RESPONSIBILITIES

Provides technical asdstance to district and school staff in the areas of Secondary English Language Arts

curriculum and instructionassighment-and-development, monitoring and implementation of Secondary English
Language Arts Standardsassigned-program-oractivity; provides professional development in-service as assigned;

surveys system-—wide needs in Secondary English Language Arts area—of —assighment and determines

effectiveness of Secondary English Language Arts curriculum and instructionassigned-program-or-activity;
supervises and directs the work of committees and other groups as assigned.

PERFORMANCE RESPONSIBILITIES -

1.

Assumes responsibility for and assists designated supenisor in short-range and long-range planning for Secondary English
Language Arts asassigned.

2. Works cooperatively with the designated coordinator, program directors and specialists in assessing and addressing
the district's priorities and needs and indeveloping, reviewing and revising Secondary English Language Arts
3. Researches past and current practices inSecondary English Language Arts allareas-assigned-and integrates research in
all areas of responsibility.
4. FacilitatesSupensises and directs the work of committees and task forces as assigned.
5. Works cooperatively with the designated coordinator and staff development Personnel to provide in service training in
Secondary English Language Arts area—of-assignment.
6. Works closely with district and school staff to obtain information regarding the effectiveness of Secondary
English Language Arts assigned-programs or activities.
7. Provides technical assistance to district and school staff inSecondary English Language Arts the-areasof assighment.
8. Assure compliance with local, state and federal regulations and procedures related to Secondary English Language Arts
area-eiassignment
9. Assures compliance with Board Goals and Administrative Objectives related to Secondary English Language Arts area-of
essighrment

10. Performs other duties as assigned.by designated supervisor.

PHYSICAL DEMANDS

The work is primarily sedentary. It requires the ability to communicate effectively using speech, vision and hearing. The
work at times requires bending, squatting, climbing, reaching with the ability to lift, carry, push or pull light weights. The
work requires the use of hands for simple grasping and fine manipulations. The work requires being around moving

machinery, driving automotive equipment, exposure to. marked changes in temperature and humidity and exposure to
dust, fumes and gases.

MINIMUM QUALIFICATIONS

1.

2,

Master's Degree or higher with area or major in English with KY teacher certificationarea-ef-assignment
Three (3) years successful teaching experience, preferable at secondary levels inarea-of assignment

DESIRABLE QUALIFICATIONS

1.

2.

3.

Kentucky-certification-insupervision-and/oradministrationThree (3) years successful experience in supervision of instruction and/or
curriculum development

Kentucky certification in administration and/or supervisionSuee !
Demonstrated knowledge of learning theory program planning development, management and evaluatlo

2-4. Demonstrated ability to interpret test results and develop instructional programs to correct program weaknesses

070412
03154-41-000



JOB TITLE DIVISION REPORTS TO

DESIGNATED-SUPERVISOR
SPECIALIST AS-ASSIGNED
Math Curriculum Specialist Academic Services COORDINATOR V
Grades K-5¢
8 LENGTH OF WORK YEAR DATE _
ALARY SCHEDULE & GRADEE .AS APPROVED BY THE BOARD JULY-722004JUNE 14, 2016 r
HAV GRADE 8

SCOPE OF RESPONSIBILITIES

Provides technical assistance to district and school staff in the areas of assighment-and-develepment;_Elementsary
Mathematics curriculum and instruction monitoring and implementation ef-assigned-program-or-activity; of Elementary
Mathematics Standards provides inrservice professional development as assigned; surveys systeiTiwide system-
wide needs in_Elementary Mathematics area—of assignment and determines effectiveness of-assignred—program

Elementary Mathematics curriculum and instruction; eractivity; supervises and di-rects the work of committees and other
groups as assigned.

PERFORMANCE RESPONSIBILITIES
1.

Assumes responsibility for and assists designated supervisor in short-range and long-range planning for Elementary Mathematics as
assigned.

Works cooperatively with the designated coordinator, program directors and specialists in assessing and addressing

the district's priorities and needs and in developing, reviewing and revising program-or-activity-as-assignedElementary
Mathematics.

Researches past and current practices in Elementary Mathematics all-areas—assigned and integrates research in all areas of
responsibility.

FacilitatesSupervises and directs the work of committees and task forces as assigned.

Works cooperatively with the designated coordinator and staff development personnel to provide in-service training

in_Elementary Mathematics-area-of-assignment.

Works closely with district and school staff to obtain information regarding the effectiveness of Elementary

Mathematics assigned-programs or activities.

Provides technical assistance to district and school staff in Elementary Mathematicsinthe-areas-of assignment.

Assure compliance with local, state and federal regulations and procedures related to Elementary Mathematicsarea-ofassigament.

.Assures compliance wijth Board Goals and Administrative Objectives related to area of Elementary Mathematicsassighment.
0. Performs other dutiest-ties as.assigned by designated supervisor.

2.

o B

2

74
8.
9.
1

, PHYSICAL DEMANDS
- The work is primarily sedentary. It requires the ability to communicate effectively using speech, vision and hearing. The

work requires the use of hands for simple grasping and fine manipulations. The work at times requires bending,
squatting, crawling, reaching with the ability to lift, carry, push or pull light weights. The work requires being around
moving machinery, driving automotive equipment, exposure to marked changes in temperature and humidity and

exposure to dust, fumes and gases.
MINIMUM QUALIFICATIONS

1. Master's degree or higher with area or major in Mathematics with KY teacher certification. Bacheler's-Degree
2. Three (3) years successful experience, preferably at elementary levels-inarea-of assignment

DESIRABLE QUALIFICATIONS

Certificationflicensure-in-area-of assignment-where-appleableThree (3) years successful experience in supervision of instruction and/or
currlculum development

2. Kentucky certification in administration and/or supervision
3. Demonstrated knowledge of learning theory, program planning, development, management and evaluation
4. Demonstrated ability to interpret test results and develop instructional programs to correct program weaknesses

070412
03150-37-000



JOBTITLE DIVISION

REPORTS TO
SPECIALIST AS-ASSIGNED DESIGNATED-SUPERVISOR
Math Curriculum Specialist Academic Services COORDINATOR V
Grades 6-12
LENGTHOF WORK YEAR DATE
SALARY SCHEDULE & GRADE AS APPROVED BY THE BOARD JUNE 14, 2016LY-42-2004

H/IV GRADE 10

SCOPE OF RESPONSIBILITIES

Provides technical assstance to district and school staff in the areas of Secondary Mathematics curriculum and
instruction, assighment—and—development—monitoring and implementation of Secondary Mathematics
Standardsassighedprogram—or—activity; provides professional developmentin-serdce as assigned; surveys system
wide needs in Secondary Mathematics area—of —assighment—and determines effectiveness of Secondary

Mathematics curriculum and instructionassigned—program—or—asctivity; supervises and directs the work of
committees and other groups as assigned.

PERFORMANCE RESPONSIBILITIES -

1. Assumes responsibilty for and assists designated supervisor in short-range and long-range planningforSecondary Mathematicsas
assigped.

2. Works cooperatively with the designated coordinator, program directors and specialists in assessing and addressing
the district's priorities and needs and indeveloping, reviewing and revising Secondary Mathematicsprogram-or
3\,

Researches past and current practices inSecondary Mathematics allareas-assigned-and integrates research in all areas of
responsibility.

4. FacilitatesSupervises and directs the work of committees and task forces as assigned.

5. Works cooperatively with the designated coordinator and staff development pPersonnel to provide in-service training
in Secondary Mathematics area—of-assighment.

6. Works closely with district and school staff to obtain information regarding the effectiveness of Secondary
Mathematicsassighed-programs or activities.

7. Provides technical assistance to district and school staff in Secondary Mathematics the-areasof assighment.

8. Assures compliance with local, state and federal regulations and procedures related to Secondary Mathematicsarea—of
assignment.

9.

Assures compliance with Board Goals and Administrative Objectives relatedto Secondary Mathematicsarea-of assignment.
10. Performs other duties as assigned.by designated supervisor.

PHYSICAL DEMANDS

The work is primarily sedentary. It requires the ability to communicate effectively using speech, vision and hearing. The
work at times requires bending, squatting, climbing, reaching with the ability to lift, carry, push or pull light weights. The
work requires the use of hands for simple grasping and fine manipulations. The work requires being around moving

machinery, driving automotive equipment, exposure to. marked changes in temperature and humidity and exposure to
dust, fumes and gases.

MINIMUM QUALIFICATIONS

1. Master's Degree or higher with area or major in Mathematics with Kentucky Teacher certif icationarsa—of-assigament
2. Three (3) years successful teaching experience preferably at secondary levelsin-area-of-assignment

DESIRABLE QUALIFICATIONS
1. Three (3) years successful experience in supervision of instruction and/or curriculum development
4.2.Kentucky certification in supervision-andferadministration_and/or supervision

3. Demonstrated knowledge of learning theory, program planning, development, management and evaluation—Sueccessful-experience-in-area
of research-methods-and-strategies

24. Demonstrated ability to interpret test results and develop instructional programs to correct program weaknesses

070412
03154-41-000



JOBTITLE DIVISION

REPORTS TO
AS-ASSIGNED S
SPECIALIST I} DESIGNATED-
SURERVISOR
Science Curriculum Specialist Academic Services COORDINATOR V
Grades K-12
SALARY SCHEDULE & GRADE LENGTHOF WORK YEAR DATE
LIV GRADE 10 AS APPROVED BY THE BOARD JUNE 14, 2016LY-12.2004

SCOPE OF RESPONSIBILITIES

Provides technical assstance to district and school staff n the areas of K-12 Science curriculum and
insructio nassignment—and-development, monitoring and implementation of K-12 Science Standardsassighed
program—or—activity; provides professional developmentin-service as assigned; surveys system--wide needs in K-12
Science area—of —assignment—and determines effectiveness of K-12 Science curriculum and
instructionassigned-program-or-activity; supervises and directs the work of committees and other groups as assigned.

PERFORMANCE RESPONSIBILITIES -
1. Assumes responsibility for and assists designated supervisorin short-range and long-range planningforK-12 Science as assigned.

2. Works cooperatively with the designated coordinator, program directors and specialists in assessing and addressing
the district's priorities and needs and indeveloping, reviewing and rewsmg K-12 Scienceprogram-oractivity-as-
2osigned.
3. Researches past and current practices inK-12 Science allareas-assignred-and integrates research in all areas of responsibility.
4. FacilitatesSupervises and directs the work of committees and task forces as assigned.
5. Works cooperatively with the designated coordinator and staff development Personnel to provide in service training in
K-12 Scienceareaof-assignment.
6. Works closely with district and school staff to obtain information regarding the effectiveness of K-12 Science
assighed-programs or activities.
7. Provides technical assistance to district and school staff in K-12 Science the-areas-ef-assignment.
8. Assure compliance with local, state and federal regulations and procedures related to K-12 Scien ce areaofassignment.
9. Assures compliance with Board Goals and Administrative Objectives related to K-12 Sciencearea-efassighment.
10

Performs other duties as assigned.by designated supervisor.

PHYSICAL DEMANDS

The work is primarily sedentary. It requires the ability to communicate effectively using speech, vision and hearing. The
work at times requires bending, squatting, climbing, reaching with the ability to lift, carry, push or pull light weights. The
work requires the use of hands for simple grasping and fine manipulations. The work requires being around moving

machinery, driving automotive equipment, exposure to marked changes in temperature and humidity and exposure to
dust, fumes and gases.

MINIMUM QUALIFICATIONS

1. Master's Degree or higher with area or major in Science with KY teacher certificationarea-ef-assignment
2. Three (3) years successful experience in area of assignment

DESIRABLE QUALIFICATIONS

1. Three (3) years successful experience in supervision of instruction and/or curriculum development

4—2 2. Kentucky certification in supervision-and/oradministration_and/or supervision
Demonstrated knowledge of learning theory, program planning, development, management and evaluatlon-Sueeessiul—expenenee—mpea
ef—researeh—metheds—and—st;ategles

24. Demonstrated ability to interpret test results and develop instructional programs to correct program weakr

070412
03154-41-000



JOBTITLE DIVISION REPORTS TO

SPECIALIST-H AS-ASSIGNED DESIGNATED-SUPERVISOR
Social Studies Curriculum Specialist Academic Services COORDINATOR V
Grades K-12
LENGTHOF WORK YEAR DATE
SALARY SCHEDULE & GRADE
UY—12,2004
WAV GRADE 10 AS APPROVED BY THE BOARD JUNE 14, 2016 ;

SCOPE OF RESPONSIBILITIES

Provides technical assdstance to district and school staff n the areas of K-12 Social Studies curriculum and
instructionassighment—and—development, monitoring and implementation of K-12 Social Studies
Standardsassigned—program—or—activity; provides in service as assigned; surveys system wide needs in area of

assignment and determines effectiveness of K-12 Social Studies curriculum and instruction assighed-pregram-oractivity;
supervises and directs the work of committees and other groups as assigned.

PERFORMANCE RESPONSIBILITIES -

1. Assumes responsibilty for and assists designated supervisor in short-range and long-range planning as-for K-12 Social Studies as
assigned.

2. Works cooperatively with the designated coordinator, program directors and specialists in assessing and addressing

the district's priorities and needs and indeveloping, reviewing and revising K-12 Social Studiespregram-or-activity-as-

assigned.
3. Researches past and current practices in K-12 Social Studies all-areas-assigned-and integrates research in all areas of responsibility.
4.

FacilitatesSupervises and directs the work of committees and task forces as assigned.

5. Works cooperatively with the designated coordinator and staff development Personnel to provide in service training in
K-12 Social Studiesarea—of-assignment.

Works closely with district and school staff to obtain information regarding the effectiveness of K-12 Social Studies

assigned-programs or activities.

7. Provides technical assistance to district and school staff in K-12 Social Studies the—areas-of assignment.

8. Assure compliance with local, state and federal regulations and procedures related to K-12 Social Studies area-ef-assignment.

9

0

. Assures compliance with Board Goals and Administrative Objectives related to K-12 Social Studies area-of-assignment.
Performs other duties as assigned.by designated supervisor.

(o))

-l

PHYSICAL DEMANDS

The work is primarily sedentary. It requires the ability to communicate effectively using speech, vision and hearing. The
work at times requires bending, squatting, climbing, reaching with the ability to lift, carry, push or pull light weights. The
work requires the use of hands for simple grasping and fine manipulations. The work requires being around moving

machinery, driving automotive equipment, exposure to. marked changes in temperature and humidity and exposure to
dust, fumes and gases.

MINIMUM QUALIFICATIONS

1. Master's Degree or higher with area or major in Social Studies with KY teacher certificationarea-ef-assigrment
2. Three (3) years successful teaching experience, preferable at both elementary and secondary levels inarea-of-assigament

DESIRABLEQUALIFICATIONS

1. Three (3) years successful experience in supervision of instruction and/or curriculum development

2. Kentucky certification in supervision-and/oradministration_and/or supervision

3. Demonstrated knowledge of learning theory, program planning, development, management and evaluation

4-4. Demonstrated ability to interpret test results and develop instructional programs to correct program weaknesses
25. i i :

070412
03154-41-000



JOBTITLE | CHIEF OPERATIONS OFFICER

REVISED OPERATIONS SERVICES

JUNE 14, 2016 I1/1IV GRADE 18

EFFECTIVE :

JULY 1, 2016 260 DAYS , EXEMPT
SUPERINTENDENT

DIRECTOR INFORMATION TECHNOLOGY,
DIRECTOR SCHOOL AND COMMUNITY
NUTRITION SERVICES, DIRECTOR
TRANSPORTATION SERVICES, DIRECTOR
PERFORMANCE AND TECHNOLOGY,
DIRECTOR EACHATHES-SAFETY AND
ENVIRONMENTAL SERVICES, DIRECTOR
PROPERTY MANAGEMENT AND
MAINTENANCE, BIRECTOREABOR
MANAGEMENTAND EMPLOYEEREEATIONS;
DIRECTOR FACILITY PLANNING, DIRECTOR
SECURITY AND INVESTIGATIONS, BPIRECTOR
SUPPLY SERVICES, HHSCAL-MANAGER
OPERATIONS; SUPERWUSOR GRAPHIC
ARTS/PRINFING, PLANT OPERATOR,-€LERK
H, AND ADMINISTRATIVE SECRETARY I

/
S~

JCPS

Serves as the executive chief and provides admlnlstratlve Ieadershlp for the management of the Operational and
Administrative Services division. Oversees the planning, development, assessment, and improvement of operational
services and-administrative programs, including-nen-instructional-projects. Assists the Superintendent of Schools in
promoting overall efficiency and maximizing of operational and—adnmmsetraw serwces in support of educational
opportunities for K-12 school students. Responsible for M
Labor-Relations,Facilities Safefy and Environmental Services, Transpodatlon Servnces Nutrltlon Services, Property
Management and Maintenance, Performance and Technology, Facilities Planning, Security,Informational Technology
and other non-instructional projects.

ORMANCE RESPONSIBILITIES & EV. TION CRITER
Admlnlsters the overall operatlonal activities of the District with responsibility for LaberRelations, Facnmes and
Environmental Services, Transportation Services, Nutrition Services, and Informational Technology and-etherren
Integrates the operational activities with the programs of other District organizational units to provide the most efficient
and effective education possible for students

Provides strategic planning and executive leadership in the verification and validation of programs and practices within
the division

Establishes, monitors and maintains procedures that enable the division to operate in a manner that is fiscally sound
while maximizing the use of human-resources operational staff and supporting the District mission; develops the
operating budget for the organizational unit and assures that all functions operate within the appropriated allotment
Prepares reports and recommendations for the Superintendent of Schools and the Board of Education for all aspects of
the operational and-administrative services

Attends all meetings of the Board of Education and provides input, when requested by the Superintendent of Schools,
related to programs and support services to the Board of Education and the pubiic

Provides leadership and expertise in forming, guiding, advising, and evaluating all human resources assigned to the
division of Operational ard-Administrative Services

Assures compliance with federal laws, Kentucky statutes, Kentucky Board of Education regulations, and Jefferson
County Public Schools policies, rules, and procedures relating to instructional programs

Develops and maintains current knowledge of school operations and programs, existing laws, and administrative
directives to ensure that the division is organized and administrated in a manner which promotes student learning and
accomplishes the goals of the District

Administers the cost-effective and timely implementation of all projects and strategic plan initiatives pertaining to and
within all areas of operation and services :




Administers the establishment and maintenance of effective conditions for successfully implementing the approved
operational activities and ensures that materials and services necessary for the accomplishment of District operational
goals are provided

Interprets the policies and regulations of the Board of Education and administrative directives of the Superintendent of
Schools related to the Operational division of the District and-meonitors-all-programs-to-ensure-consistency-with-District
seliciesand fiscalresponsibiliy

Performs other duties as assigned by Superintendent of Schools

The work is primarily sedentary. It requires the ablhty to communicate effectively using speech, vision and hearing. The
work at times requires bending, squatting, crawling, climbing, reaching with the ability to lift, carry, push or pull light
weights. The work requires the use of hands for simple grasping and fine manipulations. The work requires activities
involving driving automotive equipment.

INIMUM QUALIFICATIONS

Bachelor's Degree
Ten (10) years successful administrative and management experience
Ability to absorb, analyze, organize and communicate information and ideas
Understanding of systems management

Demonstrated leadership ability within diverse groups

DESIRABLE QUALIFICATION
Master's Degree or equivalent years experience
Experience in urban/suburban school district with student population representing cultural plurality
Advanced preparation or doctorate




JOBTITLE ~ | DIRECTOR ACCOUNTING

REVISED DIVISION | BUSINESS SERVICES

Feb 23,2016 , 1I/GRADE 14

<ULTT 208 ~ |260DAYS | FLSASTATUS | EXEMPT
| CHIEF FINANCIAL OFFICER

| MANAGER GRANTS AND AWARDS

| ACCOUNTING, SPECIALIST I, COORDINATOR
| ACCOUNTING, COORDINATOR ACCOUNTS

| PAYABLE AND FISCAL MANAGER

| OPERATIONS

- SCOPE OF RESPONSIBILITIES

Superwses the management of the accountlng and disbursement functions of the Dlstnct It receives a minimum
amount of supervision while providing supervision (either direct or through managers) to approximately forty-five (45)
people. The functions supervised include payrell, expense control, federal program accounting, financial reporting, cash
flow, and revenue. :

e e PERFORMANCE RESPONSIBILITIES & EVALUATION CRITERIA
Superwses the management of the accounting and disbursement functions of the district including:
a. Rayrollfunctions
b. Accounts payable functions
c. Financial accounting and reporting for all centralized funds
d. Federal and state program budget development and control, accounting and reporting
e. Food service accounting
f. Revenue function
Works closely with Internal Audit to ensure local school accounting conformance
Assists in the development of the double-entry bookkeeping system and other system development efforts
Supervises the preparation of monthly and year-end financial reports for all centralized funds and federal and state
funds
Works cooperatively with external and federal auditors in the auditing of all financial and program records. Attends exit
interviews and coordinates replies as to corrective action either taken or planned
Participates in the analysis and assessment of the district’'s cash flow and investment procedures
Performs other duties as assigned by Business Chief Financial Officer

, - ' - - PHYSICAL DEMANDS - - -
The work is pnmanly sedentary It requ1res the ability to communicate effectlvely usmg speech vision and hearmg The
work at times requires bending, squatting, crawling, climbing, reaching with the ability to lift, carry, push or pull light
weights. The work requires the use of hands for simple grasping and fine manipulations. The work requires activities
involving driving automotive equipment, and exposure to dust, fumes and gases.

o e ' MINIMUM QUALIFICATIONS
Bachelors Deqree W|th ari “najor in accountlng or business administration

Three (3) years of successful supervisory and administrative experience in accounting
Demonstrated ability to complete assignments accurately and effectively with established time schedules |
Ability to communicate effectively and clearly with local school staffs and systemwide cost center heads

- .- - DESIRABLE QUALIFICATIONS
CPA certificate and/or Kentucky certlﬂcate as a School Business Admmlstrator




JOB TITLF. | FISCAL MANAGER OPERATIONS
REVISED DIVISION - BUSINESS SERVICES
JULY 1, 2016 SALARY :CHEDULE | II/GRADE9

’ ' | 260DAYS | FLSA STATUS | EXEMPT
CHIEE GPERATIONS OEEICER DIRECTOR
ACCOUNTING
TWO (2) CONSTRUCTION/FACILITIES
TECHNICIAN, AND ACCOUNTING CLERK, AND
e

: RESPONSIBILITIES ' ' . -

Manages the financial operations of the Operatlons DIVISIon which includes monltorlng expendltures and malntammg

financial records in accordance with each funding source. Performs quantitative analysis to ensure proper tracking of
construction project budgets to completion.

=  PERFORMANCE RESPONSIBILITIES & EVALUATION CRITERIA .
Oversees all financial matters of the division and works with division directors on budget needs and oversnght issues
Ensures timely payments for contractors and suppliers
Coordinates payment disputes and liens
Communicates with Labor Cabinet on prevailing wage and other labor payment issues
Monitors financial tracking and advises on bond and annual capital outlay projects
Supervises accounting and contracting staff
Manages and oversees the input of information into the project tracking software system
Coordinates the procurement of equipment for the division
Represents the supervisor on issues related to the delivery of support services when assigned
Performs other duties as assigned by Director Accounting

HYSICAL DEMAND
The work is primarily sedentary. It requires the ability to communicate effectively using speech, vision and hearing. The
work at times requires bending, squatting, climbing, reaching with the ability to lift, carry, push or pull light weights. The
work requires the use of hands for simple grasping and fine manipulations

~ MINIMUM QUALIFICATIONS
Bachelor's degree in Business Administration
Three (3) years work experience in accounting, budget development or business
Ability to communicate effectively both written and orally

Knowledge of general financial and business practices

_ DESIRABLE QUALIFICATIONS

Knowledge of computer applications

Evidence of ability to organize, plan, and develop budgets and to work cooperatively with staff in financially related
functions

Evidence of ability to work with groups and agencies responsible for and concerned with school budgets




REVISED JUNE 14, JOB TITLE SUPERVISOR-PRINFING PRODUCTION

2016 SERVICES
MSE”EMBEM&’ DIVISION OPERATIONS SERVICES
EFFECTIVE SALARY SCHEDULE II/GRADE 7
JULY 1, 2016 WORK YEAR 260 DAYS | FLSASTATUS | EXEMPT
REPORTS TO SUPERVISOR GRAPHIC ARTS
5)(( 1] | SUPERVISES TWO (2) BINDERY/DISTRIBUTION CLERK,
Shaping the Future TWO (2) PRODUCTION PRINTER, TWO (2)

BINDERY/COPY TECHNICIAN, BIGITFAL
. PRINT-TECHNICIAN, SENIOR PRODUCTION
PRINTER

SCOPE OF RESPONSIBILITIES

faelllty—Supervrses the productlon services team and prov1des leadershlp in the development of prlnted and currlculum
support materials. Consults with district personnel to determine printing needs and scope of work. Coordinates work with
JCPS Curriculum & Instruction personnel to meet district needs. Schedules and tracks jobs, requirements, progress,
changes, timelines, and other project variables. Tracks data and creates reports.

PERFORMANCE RESPONSIBILITIES & EVALUATION CRITERIA

paddmg—@rgan&es—ﬂqedrsmbutleeef—pmlted-matenalsSupemses and Ieads ‘the Productlon Servrces team by
appropriately assigning/delegating projects, monitoring the progress of jobs, providing direction, review, and feedback.
Develops and implements processes for ensuring errors are avoided; properly supports and trains staff when they make

mistakes.

Partlcrpates as a team member in helping in
Maintains worklng knowledge of all eqmpment

Pract|ces LEAN management concepts to contlnuously promote the productlon of hlgh quallty services.

M on-department Manages the flow of work and
resources to ensure tlmely and successful prOJect completlon through the use of strong project management and
organlzatlonal skills; mamtalns productlon schedule for Productlon Services.

ment Effectively manages multiple projects, processes,
and groups of workers Determlnes best methods for productron based on time and resources. Maximizes the utilization
of equipment and personnel.

Operates-efficiently-allequipment-and-trains-staff-in-its-operation-Positively and confidently interacts with colleagues at

all levels; builds confldence in those he or she superwses

: ; : jon Writes printing
specrfrcatlons for Iarge prOJects that occasmnally must be outsourced orders paper, equment and prlntmg supplies;
understands and adheres to model procurement and JCPS purchasmg polrcnes

eleeuments Works closely wrth colleagues in the other areas of Materials Productlon to ensure that prolects flow
smoothly, deadllnes are met, and that quallty standards are upheld Always looks for better ways to do thlngs

Collaborates with mterdepartmental teams to develop productlon plans for large pro;ects that will be produced over long
periods of time.

Performs other duties as assigned by Superviser-Graphic-Arts-Manager Creative Services

PHYSICAL DEMANDS

The work is primarily sedentary. It requires the ability to communicate effectively using speech, vision and hearing. The

work requires the use of hands for simple grasping, pushing, and pulling of arm controls and fine manipulations. The

work at times requires bending, squatting, climbing, reaching with the ability to lift, carry, push or pull light weights. The

work reqmres bendlng, squattlng, reachlng W|th the ablllty to Ilft carry, push, or pull light weights. Fhe-use-of-hands-for
5 . The work requires being around moving




e-to dust, fumes and gases. The

ED- hwo-y training Associate degree or equivalent
Five (5) years experience-in-of R : binding or more years successful experience in
the printing industry/working knowledge of prmtmg equipment
Experience-in-graphicsandlayeut
Waorking | toe  orint -

Successful experience supervising personnel

DESIRABLE QUALIFICATIONS

Ab|||ty to delegate respon3|b|hty

schedule a varlety of S|multaneous tasks to meet production deadlines

Ability to

Initiative-to-proceed-with-limited-supervision Ability to be self-directed




REVISED
SERPTEMBER 28,
2018

JUNE 14, 2016
EFFECTIVE JULY 1,
2016

Shaping the Future

JOB TITLE

SURPERVISOR GRAPHICARTS VIANAGER

CREATIVE SERVICES
DIVISION OPERATIONS SERVICES
SALARY SCHEDULE II/GRADE 8 9
WORK YEAR 260 DAYS FLSA STATUS | EXEMPT
REPORTS TO DIRECTOR PERFORMANCE AND
TECHNOLOGY
SUPERVISES SUPERVISOR PRINFING PRODUCTION

SERVICES, SYSTEMS COORDINATOR, THREE
(3) ASSOCIATE GRAPHIC DESIGNER, FOUR
(4) GRAPHIC DESIGNER, €EERKH, TWO
THREE (3) EDITORIAL ASSISTANT,
PUBLICATIONS SPECIALIST,
SECRETARY/BOOKKEEPER II, AND
SECRETARY II

SCOPE OF RESPONSIBILITIES

Supervises printing-production-and-graphic-arts-staff-conceptualizes-the design of many of the wide variety of

documents that are produced; initiates new design techniques to promote the image of the district; advises district
personnel/clients of printing needs and pricing; works closely with editing staff and printing staff to ensure the accuracy
of all documents; and critiques production to maintain the highest quality and established standards of excellence.

PERFORMANCE RESPONSIB]LITIES & EVALUATION CRITERIA

it Provides leadership,

direction, supervision for the department—schedules projects; monitors progress; prov1des art d1rect1on review, and feedback;
assesses quality. Promotes services across the dlstr1ct

publications Creates graphic forms of v1sual communication as needed also has strong oral and written communication skills.
Learns new processes trends, and techmques to contmuously promote the production of hlgh qualrty creative services.

ﬂme—restramts—@ee#&natesa#p#mhng—ameng—th&pnm—shep Momtors equipment performance replaces aging equ1pment

oversees the purchase of equ1pment maintenance agreements paper and supplles used in product1on

pmqhngeﬂobs%oensure—wahty—and—elent—saﬂsfaeﬂen Manages the ﬂow of work and resources to ensure tlmely and

successful project completion through the use of strong project management and organlzatronal skills.

departments, ut111zmg creative and marketmg knowledge to help develop creative campaigns for various JCPS

departments/schools/programs

relat1on-bu1ld1ng capacity; interacts pos1t1vely and confidently with colleagues at all levels; has strong salesmanship skills; builds
conﬁdence in those he or she supervrses

ﬁFedHGt—Wntes printing spec1ﬁcat1ons for outsourcmg, works with Purchasing Dept. to annually procure supplres for large-format

prmt production; understands and adheres to model procurement and J CPS purchasmg p0]1c1es

Performance and Technology

Performs other duties as assigned by the Director Performance and Technology




PHYSICAL DEMANDS

The work is primarily sedentary. It requires the ability to communicate effectively using speech, vision and hearing. The
work requires the use of hands for simple grasping, pushing and pulling of arm controls and fine manipulations. The
work at times requires bending, squatting, reaching, with the ability to lift, carry, push or pull light weights. The work
requires activities involving being around moving machinery and exposure to dust, fumes and gases.

MINIMUM QUALIFICATIONS

Bachelor's degree infine-orcommercialart

Five (5) or more years successful experience in graphics-the field

Eermaliraininginartschos!

Successful experience supervising personnel

Some-Macintosh-computerexperience

DESIRABLE QUALIFICATIONS

Ability to be self-directed




JOBTITLE DIVISION REPORTS TO

CRTORERATOR OPERATIONS SERVICES ARRPRORPRIATE SURERVISOR

WAREHOUSE CLERK MANAGER DISTRIBUTION
SERVICES

SALARY SCHEDULE & GRADE LENGTH OF WORK YEAR DATE

IA, GRADE 4 260 DAYS/HOURLY JULY 42045

REVISED JUNE 14, 2016
EFFECTIVE JULY 1, 2016
SCOPE OF RESPONSIBILITIES
Performs daily operational office tasks using-a-CRTterminalk including ordering and receiving.

PERFORMANCE RESPONSIBILITIES

Assists in daily operations of office.

Furnishes information to schools and offices concerning logistical support.

Maintains stock records (via CRT).

Assures correct accountability for all receipts disbursements {4a-CRH.

Assists in ordering of warehoused supplies.

Initiates and maintains records and reports for the buying control area in purchasing unit.
Assists in bid preparation in conjunction with the parts workers.

Assists in record maintenance in conjunction with the scheduling & quality control unit.
Performs all other duties as assigned by the appropriate supervisor.

©oONOO~ON =

PHYSICAL DEMANDS

The work is primarily sedentary. It requires the ability to communicate effectively using speech, vision and hearing. The
work requires the use of hands for simple grasping and fine manipulations. The work at times requires bending,
squatting, crawling, climbing, reaching, with the ability to lift, carry, push or pull light weights. The work requires activities
involving being around moving machinery, exposure to marked changes in temperature and humidity, driving automotive
equipment, and exposure to dust, fumes and gases.

MINIMUM QUALIFICATIONS
1 High School Diploma or G.E.D.

2: Proficientin-use-of CRT-terminal Organized, detailed and capable of multi-tasking.
3_ el i Viatla v-b-m)-and-agene =) A1 o

4. Two (2) years SRTF experience with inventory control systems.

DESIRABLE QUALIFICATIONS

1. Experience in warehousing and procurement procedures

2. :

3. Knowledge of computerized inventory control

071201
06067-22-426



NEW JULY 1, 2016

CUSTOMER SERVICE REPRESENTATIVE 1

lob Title

1A, GRADE 4

JCPS CALL CENTER SPECIALIST jCPS %Eugfg%omm

an iter applicatic
Exceptional verbal and written communication skills




NEW JULY 1, 2016

Job Title SUPERVISOR JCPS CALL CENTER
_Division OPERATIONS SERVICES | =

Salary Scheduie Il, GRADE 7 i

Report To D!RECTOR PERFORMANCE AND TECHNOLOGY z JEFFERSOMN COUNTY
= P L PUBLIC SCHOOLS

2. evelops prscedures for staff that are designed to provrde consastency te custcmers arcé ather dxstnct
staff when receiving requests through calls, chat, web services or email. :

6. Wntes and conducts empscyee performance eva!uatlons, makes empioyment decisions and sets up
perfermance targets for team.




