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Under the direction of Director, School Programs, support the referrals, intakes, educational 
operations, and transitional support activities for students enrolled or transitioning from a San 
Mateo County Office of Education School Program. This position will utilize implementation 
and improvement science, data synthesis, lead professional development, and facilitate 
Professional Learning Communities (PLC’s) within our school programs. 
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EDUCATION & EXPERIENCE: 

• Experience working with and supporting students of color, English learners, students with 
disabilities, and students living in poverty in their efforts to improve educational outcomes 

• Familiarity with the unique challenges and needs of youth in the juvenile justice system 
• Experience as a site administrator and/or district office administrator in a middle or high 

school preferred 
LICENSES AND OTHER REQUIREMENTS: 

• Valid California Administrative Services Credential; 
• California Driver’s License. 
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• Develop and implement processes and procedures to best meet student needs, particularly 

around the smooth and cohesive transition in and out of SMCOE School Programs; 
• Measure program and process effectiveness through data analysis, and utilize Improvement 
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• Assist in the coordination and delivery of professional development and PLC activities and 
for staff that enhance understanding of effective educational and transitional support 
practices; 

• Coordinate, participate in, and conduct a variety of meetings in committees as assigned; 
• Maintain current knowledge of educational methods, practices and standards related to 

assigned programs as well as related laws, codes, regulations, policies and procedures; 
• Perform related duties as assigned. 
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• Remain in a stationary position for extended periods of time 
• Position self to access office equipment, materials, and files 
• Move equipment weighing up to 50 pounds and is an infrequent aspect of the job 
• Communicate within a normal range, give directives to small or large groups of people, 

and exchange information in person and on the telephone 




