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1. Primary Function:  Plans, develops,  and coordinates the bilingual and migrant education 

programs for preschool, K-12, and adults.   
 
2. Responsibilities: 
 2.01 Coordinates the development, implementation, and evaluation of the bilingual program for 

students that integrates instructional needs with District curriculum. 
 2.02 Supervises  and evaluates bilingual and bicultural certified and classified staff; develops 

new positions in response to grant requirements or programmatic changes. 
 2.03 Plans and coordinates curriculum development and evaluation; monitors program 

compliance with state and federal regulations and District policy. 
 2.04  Participates in the hiring and placement of school-based staff; serves on minority 

recruiting committees. 
 2.05 Monitors the implementation of bilingual education to assure compliance with district, 

state, and federal regulations. 
 2.06 Plans, writes, implements and evaluates state and federal grants. 
 2.07 Develops and monitors the budgets for Bilingual Education Program.  Monitors state and 

federal grants. 
 2.08 Supervises and/or develops preservice and inservice activities; provides technical 

assistance and counsel based on program needs. 
 2.09 Develops and disseminates program information and materials; makes presentations to 

interested agencies and community organizations. 
 2.10 Builds and maintains positive professional communication with school staff, department 

staff, parents, and agencies. 
 2.11 Coordinates the identification, assessment, and placement of bilingual and migrant 

students. 
 2.12 Coordinates the collection of student data for program assessment and reporting. 
 2.13 Performs other related duties as assigned. 
 
3. Major Planning Requirements: 
 3.01 Prepares short and long-range plans for the development of bilingual education program 

to assure integration into the District's curriculum. 
 3.02 Prepares short and long-range plans for resource development through private 

and federal grants. 
 
4. Key Relationships: 
 4.01 Director, Compensatory Education.  Reports to this position. 
 4.02 Program Assistants, Resource Teachers, Bilingual Instructional Assistants, Native 

Language Assistants, Migrant Student Resource Specialist, and clerical staff:  Supervises 
as required. 

 4.03 Classroom teachers and building administrators:  Coordinates the implementation of the 
program between schools and this department.  

 4.04 Student Support Services Leadership Team:  Member of team. 
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5. Minimum Qualifications: 
 5.01 Master's degree or equivalent training in one or more of the following:  supervision, 

language development, curriculum development, and multicultural education. 
 5.02 Three years of teaching experience and/or administrative experience. 
 5.03 Bilingual education training and classroom experience. 
 5.04 Demonstrated ability in group processes and in organizational skills. 
 5.03 Licensure:  Basic/Initial Administrator. 
 
6. Term of Employment:  220 days. 
 
7. Salary Level:  Grade 6. 
 
8. Working Conditions:   
 
 The position generally works in an office environment with travel to schools and evening 

meetings. 
 
 
 


