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BASIC FUNCTION:   
 
Under the direction of the Assistant Superintendent- Educational Services, plan, organize, control 
and direct the District English Learner Program; monitor funding and services offered by the 
District and assure compliance with applicable laws, codes, rules and regulations; train, supervise 
and evaluate the performance of assigned personnel. 
 
ESSENTIAL JOB FUNCTIONS: 
 
Plan, organize, control and direct the District English Learner Program for grades TK-12; monitor 
funding and services offered by District; assure compliance with applicable laws, codes, rules and 
regulations. 
 
Demonstrate and monitor District-level compliance of English Learner programs including 

accordance with established guidelines. 
 
Coordinate English Language Advisory (DELAC) meetings; assist and present at school-level 
meetings as required. 
 
Advise school staff regarding effective utilization of funds; collaborate with school sites to 
implement English Learner programs consistent with State and federal guidelines. 
 
Train, supervise and evaluate the performance of assigned staff; interview and select employees 
and recommend transfers, reassignment, termination and disciplinary actions. 
 
Provide technical expertise, information and assistance to the Assistant Superintendent regarding 
assigned functions; assist in the formulation and development of policies, procedures and 
programs. 
 
Plan, organize and implement long and short-term programs and activities designed to develop 
assigned programs and services. 
 
Direct the preparation and maintenance of a variety of narrative and statistical reports, records and 
files related to personnel and assigned activities. 
 
Communicate with other administrators, personnel and outside organizations to coordinate 
activities and programs, resolve issues and conflicts and exchange information. 
 
Develop and prepare the annual preliminary budget for the Language Support Services 
Department; analyze and review budgeta  
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responsible experience as a school principal in a public school setting.   
 
Personal 
Character, personality, and proper social capability to relate effectively with racially and 
ethnically diverse staff, students, and community.  Demonstrated ability to work with a wide 
variety of community groups and organizations. 

 
CREDENTIAL 
Must possess a Clear Administrative Services Credential, Clear Teaching Credential, and 
Bilingual Authorization: Spanish. 
Must possess a valid California driver’s license. 
 
WORKING CONDITIONS: 
 
ENVIRONMENT: 
Office environment. 
Driving a vehicle to conduct work. 
HAZARDS: 
Exposure to dissatisfied or abusive individuals. 
 


