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I. Summary 
 

Individual is responsible for working with the building principal (s), school counselor (s), 
families, staff, students and outside agencies in the learning support team model to help 
students overcome multiple barriers to their academic, emotional, and social success.  
The goal is to assure that all students achieve high standards, graduate from high school 
and are equipped with the skills and behaviors needed to attain success in a rapidly 
changing environment by performing the following duties. 
 

II. Essential Duties and Responsibilities include the following:  Other duties may be 
assigned by the Student Services Supervisor, Assistant Superintendent or Superintendent.  

 
• Responsible for Coordination of the Learning Support Team process and 

procedures of assigned schools. 
• Provides intensive case management services to families and children who meet 

the established criteria to increase academic, emotional, and social success. 
• Provides information, referral and follow-up to families and children as the 

specialized care coordinator to the Learning Support Teams. 
• Develops specific, goal oriented measurable plans after receiving a referral. 
• Coordinates with the principal, school counselor, school psychologist, teachers 

and parents to develop in-school intervention strategies. 
• Responsible for collection and maintenance of data related to the Learning 

Support Team meetings and case management cases of assigned schools. 
• Attends school related functions and provides support to the total school 

operation. 
• Participates in job related training classes and/or workshops. 
 

III. Qualifications  
 
 To perform this job successfully, an individual must be able to perform each essential 

duty satisfactorily.  The requirements listed below are representative of the knowledge, 
skill, and/or ability required.  Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions. 

 
A. Education and/or Experience 



Bachelor’s degree in social work or equivalent mental health practitioner degree 
with two years of work experience.  A Master’s degree is preferred.  Previous 
work experience with Student Support Teams in an educational setting is 
preferred.   
 

B. Certificates, Licenses, Registrations 
Must have a valid driver’s license.   

 
C. Language Skills 

Ability to read, analyze, and interpret general business periodicals, professional 
and trade journals, technical procedures, or instructional textbooks and 
instructional aides. Ability to write reports, memorandums and letters, and 
procedure manuals as directed.  Ability to effectively present information and 
respond to questions from groups of students, staff, parents, community agencies 
and the general public. 
 

D. Mathematical Skills 
Ability to apply concepts of basic math.  Previous knowledge of the budget 
implementation process is preferred. 

 
E. Reasoning Ability 

Ability to solve practical problems and deal with a variety of concrete variables in 
situations where only limited standardization exists. Ability to interpret a variety 
of instructions furnished in written, oral, diagram, or schedule form.   

 
F. Computer Skills 

To perform this job successfully, an individual should have knowledge of Internet 
software; Project Management software; Spreadsheet software and Word 
Processing software.  Pursues training and development opportunities to expand 
technology knowledge. 

 
G. Other Skills and Abilities 

Must have proven leadership ability.  Must have excellent interpersonal skills 
with the ability to work with persons of diverse backgrounds.  Must have 
knowledge of the principles and practices of child and adolescent development.  
Individual must be able to do screening assessments and make referrals for 
assistance and/or treatment.  Knowledge of the principles and practices of mental 
health counseling, family support work, and case management experience is 
essential. 

 
 H. Other Qualifications 

Must be able to travel to all schools and attend out of town meetings as necessary.  
Must be able to work a variety of hours and schedules if necessary.  Must be 
dependable. Ensures work responsibilities are covered when absent. Arrives to 
meetings on time. 

 
 

IV. Physical Demands 
 The physical demands described here are representative of those that must be met by an 

employee to successfully perform the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the 



essential functions.  Reports potentially unsafe conditions; Uses equipment and materials 
properly. 

 
 While performing the duties of this job, the employee is regularly required to talk or hear.  

The employee is frequently required to stand; walk and use hands to finger, handle, or 
feel.  The employee is occasionally required to sit and reach with hands and arms.  The 
employee must occasionally lift and /or move up to 50 pounds.  Specific vision abilities 
required by this job include close vision, distance vision, color vision, peripheral vision, 
depth perception and ability to adjust focus. 
 

V. Work Environment 
 The work environment characteristics described here are representative of those an 

employee encounters while performing the essential functions of this job.  Reasonable 
accommodations may be made to enable individuals with disabilities to perform the 
essential functions.   

 
 While performing the duties of this job, the employee is occasionally exposed to moving 

mechanical parts.  The noise level in the work environment is usually moderate. 
 
 


