
MONTEREY PENINSULA UNIFIED SCHOOL DISTRICT M-1

DATE: June 16, 2008

ITEM: Discussion and Approve: Job description for ProfessionalDevelopment Coordinator

RECOMMENDATION (S):

Approve the job description for ProfessionalDevelopment Coordinator (management).

DISCUSSION:

The job description for the ProfessionalDevelopment Coordinator has been developed to address the
need to have a comprehensive ProfessionalDevelopment Planfor the Monterey PeninsulaUnified School
District to fully implement recommendations in the Local EducationalAgency Plan (LEAP)and corrective
actions for District Program Improvement Year 4.

The ProfessionalDevelopment Coordinator plans and implements a comprehensive professional
development plan to address the needs of all stakeholders (administrators, teachers, support staff,
parents). Professionaldevelopment includes meetings, workshops, intensives, coaching support and
effective use of collaboration.

FISCAL IMPACT:

There will be two positions funded for ProfessionalDevelopment Coordination, Range 31 of the
management salary schedule ($75,979-$83,888 for 212 days). ProfessionalDevelopment Coordinator for
Elementary will be funded out of California Math and ScienceProject grant, Title I, Title II and EIA-LEP.
The Secondary ProfessionalDevelopment Coordinator will be funded out of GEARUP,Title II, EIA-LEP.
These funds are designated for professionaldevelopment coordination in the LEAP,Title III Action Plan,
the CaMSPgrant, and the GEARUPgrant. There is no impact on the unrestricted General fund budget.

PREPARED BY APPROVED FOR SUBMISSION
TO THE BOARD OF EDUCATION

Ml:J.~~t<.()~
Superintendent

.ariYeater
Associate Superintenaent, Program Improvement
And Secondary Education



1 MONTEREY PENINSULA UNIFIED SCHOOL DISTRICT
JOB DESCRIPTION

PROFESSIONAL DEVELOPMENT COORDINATOR

CLASSIFICATION: Certificated Management
SALARY LEVEL: Range 31 Management Salary Schedule
WORK YEAR: 12 Months (212 Days)

JOB DEFINITION:
The Professional Development Coordinator plans and implements a comprehensive professional
development plan to address the needs of all stakeholders (administrators, teachers, support staff,
parents). Professional development includes meetings, workshops, intensives, coaching support and
effective use of collaboration. The Professional Development Coordinator supervises the assigned
support staff. Advises and assists principals, teachers, and parents participating in such programs.
Provides leadership, planning, budget monitoring, and evaluation for such programs. Performs other job
related duties as assigned by the supervisor.

SUPERVISOR:
ProfessionalDevelopmentCoordinatorfor SecondaryreportstoAssociateSuperintendentfor Program
ImprovementandSecondaryEducation

Professional Development Coordinator for Elementary reports to Assistant Superintendent for Early
Childhood and Elementary Education

POSITIONS SUPERVISED:
Certificatedacademiccoachesandsupportstaff.

QUALIFICATION REQUIREMENTS:
To perform the job successfully, an individual must be able to satisfactorily perform each essential duty.
The requirements listed on the job description are representative of the knowledge, skills, and abilities
required. Reasonable accommodations may be made to enable individuals with disabilities to perform the
essential duties.

EXAMPLES OF DUTIES:
Thepositionincludesbutnot limitedto the followinglistof representativeduties:

Essential Duties:

Assist the Associate Superintendent and Assistant Superintendent in developing, implementing
monitoring, and evaluating all professional development plans as described in the Local Educational
Agency Plan (LEAP) and other programs, grants, and related partnerships
Collaborate with staff to implement professional development
Assist in planning and implementing the District's Professional Development Plan
Assure all functions are consistent with applicable state and federal regulations, policies, and
programs, and the district's educational goals, objectives and policies
Direct, coordinate, and conduct in-service programs for district certificated and classified staff to
improve their effectiveness in implementing instruction, programs and develop skills for improving
performance.

Essential Duties (continued):

Develop and administer the budgets for categorical programs related to professional development
within Board guidelines and state laws



.

Pursue both public and private funding sources to support professional development programs
Act as a liaison between the district and the Monterey County Office of Education through attendance
at designated coordinator meetings, other subcommittees, and trainings related to professional
development
Collaborate with local colleges, universities, community organizations and agencies to provide
additional opportunities for MPUSD staff to participate in high quality professional development
Prepare, deliver oral and written reports, recommendations, and presentations to the Board,
committees, parents, and others regarding professional development
Visit classes and schools sites on a regular basis to monitor effectiveness of implementation of
strategies learned through professional development/collaboration and assist when needed
Keep informed of current laws, regulations, and trends related to intervention and accelerated
program that are categorically funded, by attending meetings, conferences and workshops, and by
reading current professional publications. Keep the administration informed of trends and changes
Assist in the District's Categorical Program Monitoring process, the development and revision of the
Local Educational Agency Plan, and Single School Plans for Academic Achievement
Participate in available training to meet new safety and/or technology standards
Perform other related duties as may be assigned by the Assistant Superintendent of Curriculum and
Instruction

.

.
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PHYSICAL EFFORT AND WORK ENVIRONMENT:

1. Physical, mental, and emotional stamina to perform the duties and responsibilities of the position
2. Mental acuity to collect and interpret data, evaluate, reason, define problems, establish facts, draw

valid conclusions, make valid judgments and decisions
3. Manual dexterity sufficient to write, use the telephone, computer, calculator, and office machines at

required speed and accuracy
4. Vision sufficient to read handwritten and printed materials, and the display screen of various office

equipment and machines
5. Hearing sufficient to communicate in person and hold telephone conversations in normal range

(approximately 60 decibels)
6. Speaking ability in an understandable voice with sufficient volume to be heard in normal

conversational distances on the telephone and addressing groups
7. Physical agility to sit, stand, kneel, walk, push/pull, squat, twist, turn, bend, stoop, and to reach

overhead
8. Physical stamina sufficient to move about the work environment (office, district, school site to site) for

sustained periods of time on hard flooring, climb slopes, stairs, ramps, and to respond to emergency
situations

9. Physical strength sufficient to periodically lift and/or carry 40 pounds of materials or supplies;
occasionally lift 80 or more pounds with assistance

10. Occasionally push and/or pull a variety of tools, equipment, or objects weighing 80 or more pounds
11. Typically indoor work environment

REQUIRED QUALIFICATIONS:
Education:

Valid California teaching credential
California credential authorizing service as an administrator
Any combination of education and/or experience equivalent to a Master's Degree or high from an
accredited college or university

EXDerience:

Previous experience in implementing effective intervention and accelerated programs



Experience (continued):

District or site experience in delivery of categorical programs focusing on interventions and accelerate
program

Knowledae of:

Current practices to improve student achievement and accelerate learning
Laws and regulations governing categorical programs related to intervention and accelerated
programs
Curriculum design, planning, development, implementation and evaluation
Budget development and control
Grant writing/application process
Principles and practices of leadership, management, supervision and training
Technology and computer software applications relative to education and administration
Office of Civil Rights (OCR) complaints and procedures

Licenses and Certificates:

Valid California teaching credential
Must possess a California credential authorizing service as an administrator
A valid Class C California Driver's License and evidence of appropriate insurance is required
A valid First Aid and CPR Certificate may be required.

REQUIRED QUALIFICATIONS:

Ability to:

Stimulate and motivate cooperative team efforts and provide leadership
Establish and maintain cooperative relationships with students, program personnel, parents, staff,
and the public
Communicate effectively in the English language, both orally and in writing
Meet schedule and timelines
Work independently with appropriate direction
Analyze situations accurately and adopt an effective course of action
Take responsibility to use good judgment in recognizing scope of authority
Perform under demanding and varied work schedules, with the ability to remain flexible and focused
during interruptions and distractions
Learn and use technology and computer software applications as appropriate to the work
environment
Use initiative and judgment in discussing problems with the public and district staff, involving office
practices and policies
Design and implement instructional programs that meet the needs of a culturally and linguistically
diverse student population
Learn, plan, formulate and execute federal, state, district, and departmental policies, procedures and
directives, in accordance with assigned duties
Read, understand, interpret, apply, and follow laws, rules, regulations, processes, policies, and
methods of the office, the District, and the State of California
Understand and carry out assigned work with minimal supervision
Maintain confidentiality of information, and use proper discretion concerning confidential matters
Clearly explain a wide variety of complex procedures and policies to individuals who have minimal
knowledge of related processes and procedures
Maintain patience and tolerance when working with "difficult" individuals



REQUIRED QUALIFICATIONS (continued):

Deal effectively with a wide variety of personalities and situations requiring diplomacy, friendliness,
poise, and firmness
Establish and maintain co-operative relationships with those contacted during the performance of
required duties, including students, school personnel, parents, vendors, co-workers, and the
community
Maintain accurate and neat records and reports
Present statistical material in table, chart, or graph form
Plan, organize, and coordinate the work of others
Learn and use technology and computer software applications as appropriate to the work
environment
Communicate effectively in the English language, both orally and in writing
Understand and be sensitive to those of culturally and linguistically diverse backgrounds
Understand and follow complex oral and written directions
Perform mathematical calculations with speed and accuracy
Maintain regular attendance and punctuality

DESIRABLE QUALIFICATIONS

Previous experience working at district level position supervising intervention and/or accelerated
programs
Previous experience working effectively with culturally and linguistically diverse groups
Successful experience in areas of conflict resolution
Ability to use a consultative approach to resolving work related issues
Communicate effectively in the Spanish language, both orally and in writing
Previous experience in leadership, coaching, and teambuilding skills to strengthen an cultivate
relationships
Strategic and analytical thinking skills and the ability to apply deductive reasoning and draw
conclusions in order to solve problems and facilitate decision-making processes
Ability to continuously seek quality service and process improvements in order to support a mission
and strategic vision

Approved: Date:


