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SUPPORTING STUDENT SUCCESS




Special Education Support Specialist
Job Opening ID: 576756
Date Posted: 2/9/12
Close Date: 2/22/12 

Job Description:  This position provides support for the delivery of special education services to school-age children and young adults with disabilities to ensure their academic achievement and career preparation.  The incumbent works to maximize flexibility in service delivery while ensuring that both the Indiana Department of Education (IDOE) and the local education agencies (LEA's) meet the requirements and purposes of IDEA 2004 and Article 7. The incumbent provides specific expertise on the collection and reporting of federal indicators pertaining to all areas of compliance and providing services to students with disabilities.  The incumbent works closely with all stakeholders to analyze and interpret relevant data and assist local education agencies to develop and implement plans to improve student performance.
General Duties:  
This position involves (but is not limited to) the following specific duties and responsibilities:

10% EXCESS COST APPLICATION PROCESS

· Assist in the creation of essential documents (application forms, RFCs, funding approval letters, emails, TA flyers) incorporating federal, State and Department regulations to ensure conformity

· Assist in entering data related to excess cost applications into applicable data management systems

· Assist in entering invoice information into the data and tracking system

30% GENERAL SUPERVISION SYSTEM 

· Analyze all data sources utilized to compile information for all 20 Federal Indicators to ensure efficiency and compliance with Federal reporting deadlines

· For each of the 20 Federal indicators, collect and organize data that is utilized to identify noncompliance

· Input all data collected for all LEAs into one data collection mechanism that will later be utilized to issue findings of noncompliance as well as making local determinations for all LEAs  

30% DATA VERIFICATION AND REPORTING OF TIMELY AND ACCURATE DATA

· Facilitate the data verification process for all compliance indicators (Indicators B11, B12, B13)

· Provide technical assistance to all LEAs on how to access the data that was submitted through various data submissions to verify accuracy as well as timeliness

· Collaborate with the IDOE Data Collection staff and provide technical assistance to LEAs on all data submissions collected by the IDOE that directly impact special education through WebEx, technical assistance guides, and the Learning Connections to ensure that all data is submitted accurately. 

30% FEDERAL RESULTS INDICATOR PROCESS

· Data collection for all Federal results indicators (Indicators B1,B2,B3,B5,B6,B7,B14)

· Synthesizing and analyzing data for all results indicators to inform policy and practices designed by the Office of Special Education
· Facilitating collaboration between the State Advisory Council, Parent Advocacy Groups as well as LEAs to offer technical assistance, policy guidance, and resources surrounding results indicators to improve outcomes for students with disabilities.
Qualifications:  
· Bachelor Degree or higher in the field of education, public administration, human services or a related field
· Experience with government agency or public administration field
· Experince with data analysis and data based decision making processes 
· Broad knowledge of issues related to educational achievement and disabilities
· Specific knowledge of public administration and laws, policies, and procedures at the federal, state, and local levels related to differentiated instruction
· Advanced knowledge of methods for delivering instruction to students with disabilities
· Knowledge of and adherence to confidentiality laws (i.e. FERPA and HIPAA)
· Ability to access national resources and bring cutting edge thinking to Indiana
· Ability to work both autonomously as well as collaboratively with a diverse group of stakeholders (i.e., federal agencies, Indiana state agencies, LEAs, universities, disability organizations, and families)
· Ability to establish strong external relationships with local partners and stakeholders in the planning, coordination, implementation, program evaluation, and monitoring of educationally-related services
· Ability to communicate effectively with others through both oral and written communication
· Ability to develop, implement, manage, and evaluate plans and activities to address a wide range of challenges related to federal and state requirements
· Ability to perform research and analyze public policies
· Ability to develop and manage complex sets of data using appropriate technologies
· Ability to establish and manage project priorities and make effective use of available program resources
· Ability to take responsibility and complete assigned tasks in a timely manner with attention to detail
· Ability to analyze data and recommend large scale plans based on that analysis
· Flexibility to travel as needed
APPLY NOW

Visit the State Personnel Job Bank at http://www.in.gov/spd/2334.htm by February 22, 2012
The State of Indiana is an Equal Opportunity Employer
