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Special Education and Related Services Coordinator
Department: Statewide Education and Family Services (SEFS)
Reports to: Director of Statewide Education and Family Services

General Coordinator/Leadership Responsibilities

e Ensure that the implementation of all programs is consistent with federal and state special
education regulations
e Oversee and ensure open communication and collaboration between staff, families,
providers, other MECDHH departments, and MECDHH leadership team
Train, supervise, lead, motivate, and evaluate assigned staff
Oversee team budget for supplies and professional learning
Support staff in developing and implementing long-and short-range planning, scheduling,
service provision, documentation processes, and general continuous improvement
practices
e Provide/facilitate in-service opportunities for professional growth, certification/licensure,
and accreditation standards
Schedule and coordinate meetings for team members
e Coordinate timely intakes and new referrals from audiologists, families, pediatricians, and
school districts to MECDHH/GBSD staff and MECDHH/GBSD contracted providers
Orient staff to the policies, procedures, and philosophy of MECDHH/GBSD
Collaborate with partnering organizations that serve families of children who are deaf or
hard of hearing
e Collaborate with other MECDHH/GBSD programs and coordinators to ensure smooth
student transitions, program operations, and communication access at all times
Serve as a member of the MECDHH/GBSD Leadership Team
Assist in the development and monitoring of MECDHH/GBSD procedures
Inform the Director of referral data, student progress, staff effectiveness, and program
development
Develop brochures (staff, student, parent) and other promotional/informational materials
Compile monthly and year-end report for the Director
Attend and present at conferences and Board meetings as requested by the Director
Attend family events as requested by the Director
Abide by all policies and procedures of MECDHH/GBSD and Federal/State regulations
Perform other related duties as assigned


https://www.mecdhh.org

Primary Responsibilities — Special Education and Related Services Coordinator

Support related service providers with implementing evidence-based practices for serving
students who are deaf or hard of hearing

Support related service providers in determining service delivery needs of students,
including direct and consult services, IEP goals, and pull-out and push-in services

Provide coaching to related services team on how to integrate related service needs
throughout the students' instructional day and model that to site-based staff members
Review needs of students receiving related services and assign to team members with
consideration to student needs, team members skills, district locations, and equitable
caseloads

Facilitate collaboration between related services providers and instructional staff when
planning and implementing IEPs

Conduct regular on-site observations of providers with students, families, and other
professionals

Oversee documentation and progress monitoring to ensure accountability, including but
not limited to staff updating information in CINC, Infinite Campus, and students’ Google
Folders

Oversee MaineCare documentation

Process mileage reimbursement requests for related services staff

Maintain updated library of assessment tools for related service providers and teachers of
the deaf to use for determining service needs and progress monitoring

Provide instruction and coaching to ensure that professional staff have the necessary skills
to conduct evaluations and use the evaluation data to inform instructional decisions
Support professional staff in developing appropriate IEPS, including writing present levels,
annual goals, accommodations, and service delivery

Provide consultation and training to MECDHH staff on providing services to students who
are deaf and have additional disabilities to ensure they have the necessary skills to meet
the unique needs of these students

Collaborate with the New England Consortium on Deafblindness (NEC) to build state and
local capacity to serve children and youth with combined vision and hearing loss

Meet NEC deadlines for service delivery reports and billing invoices

Minimum Skills and Qualifications

Bachelor’s Degree (Masters preferred)

A minimum of 5 years of experience in Deaf/Special Education

State of Maine Certification as a 292 Teacher of the Deaf or related certification/licensure
State of Maine Certification as a 035 Assistant Special Education Director or related
certification/licensure, or willingness to obtain

Current Criminal History Records Check (CHRC) Certificate



e Proven skills in the areas of organization, facilitation and program management, data
management, and written English communication

e Ability to communicate effectively using American Sign Language or willingness to learn
Thorough knowledge of various communication opportunities for expressive and receptive
language utilized by individuals who are D/deaf or hard of hearing

e Ability to deal effectively with a wide range of people in a helpful, positive, and
constructive manner

e Ability to work independently establish priorities, and work collaboratively as a member of
a diverse community of professionals with a high level of professionalism

e Sensitivity to cultural diversity, race, gender, and other individual differences in the
workforce

e Ability to recognize the value of diverse perspectives and experiences, and foster a work
environment reflective of the community at large

e Ability to travel throughout the state for supervision, meetings, training, etc.

Work Environment

This position may require a flexible work schedule in order to meet the needs of students,
families, program needs and school districts.

This job operates in a professional office environment in the Falmouth or regional site office.
This role routinely uses standard office equipment such as computers, phones, photocopiers,
filing cabinets and fax machines. The noise level in the work environment is usually moderate.

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.

While performing the duties of this job, the employee is regularly required to sit, as well as use
hands to manipulate, handle, or feel. The employee is frequently required to reach with hands
and arms. The employee is occasionally required to stand, walk, bend, stoop, kneel or crouch.
The employee must frequently lift and/or move up to 10 pounds and occasionally lift and/or
move up to 25 pounds. Specific vision abilities required by this job include close vision,
distance vision, color vision, peripheral vision, depth perception and ability to adjust focus.

Other Duties

Please note, this job description is not designed to cover or contain a comprehensive listing of
activities, duties, or responsibilities that are required of the employee for this job. Duties,
responsibilities, and activities may change at any time with or without notice.
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