
 
 

GUILFORD COUNTY SCHOOLS JOB DESCRIPTION 
 

JOB TITLE: PROGRAM ADMINISTRATOR II - EXCEPTIONAL 
CHILDREN SERVICES 

 
 

GENERAL STATEMENT OF JOB  
 

Under general supervision performs a wide variety of complex administrative and clerical 
duties to support the Exceptional Children department in the areas of legal compliance for all 
special education programs, records management, curriculum and school support for 
department processes. The employee is responsible for implementing, maintaining, and 
processing special transportation database information and requests specific to students with 
Individual Education Plans (IEPs). Employee communicates via email exchange, in person, 
and over the phone in a professional manner with school officials, parents, and connecting 
departments. Employee is also responsible for maintaining data from various sources; 
performs research for completion of reports; and organizes data for analysis by department 
leaders. Serves as an essential team member in the program support for all exceptional 
children programs and compliance. Employee must have advanced knowledge of office 
equipment including multiple software programs, district platforms, computers, phones, 
copiers, and laminating devices. Employee reports to the Directors of Exceptional Children 
Services.  
 
 

SPECIFIC DUTIES AND RESPONSIBILITIES  

ESSENTIAL JOB FUNCTIONS 

Prepares charts, files, and electronic records for exceptional children dispute resolution 
cases including due process and state complaints. 
 

Compiles and organizes confidential student records for legal documentation.  
 

Designs and implements internal database using advanced formulas for compilation of EC 
special transportation data, intake forms, and documentation. Responsible for capturing 
information into the database and PowerSchool.  
 

Effectively communicates in a concise and meaningful manner to parents and staff regarding 
student transportation and requests.  
 

Assists with creating and sending formal letters to families upon request.  
 

Processes transportation requests and troubleshoots with EC and/or Transportation 
department personnel to problem solve cases to resolution.  
 

Collaborates with other EC classified team members for general office support functions. 
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Responsible for the creation of Excel spreadsheets using advanced formulas for the 
compilation of data in areas of EC transition, compliance, summer program learning logs, 
and teacher trainings/classes for annual summer institute and professional learning 
throughout the school year.  
 
Maintains EC compliance handbook including updating addendums through designated 
Canvas page.  
 
Rebrands general EC documents and creates fillable documents and forms. 
 
Designs flyers, posters, and PowerPoint presentations using current district templates. 
 

Monitors technology distribution and inventory within the EC department 
(headsets/computers). 
 

Assists in the provision of clear communication with prospective employees regarding 
interviews, scheduling interviews, creating Zoom meetings, sending confirmation emails, and 
creating/distributing interview packets. 
 

Responsible for maintaining the EC Department facilities calendar and scheduling trainings 
and meetings for the EC training room. (for Franklin Blvd. office location) 
 

Knowledge of platforms such as ECATS and PowerSchool to troubleshoot issues.  
 

Assists EC teachers and coordinators regarding technological issues. 
 

Receives telephone calls and visitors; facilitates problem solving and refers calls or visitors 
to appropriate staff/department. 
 

Serves as back-up for the Administrative Assistant to the Assistant Superintendent, 
Exceptional Children. 

Collaborates with Administrative Assistant to the Assistant Superintendent, Exceptional 
Children to review monthly detail reports, confirming receipt of orders, and processing of EC 
contracts and monthly invoices. 
 

In collaboration with EC Directors develops RFP for new vendors for annual contracts.  
 

Submits annual Waiver requests to DPI when needed for curriculum materials. 

Collaborates with EC Professional Learning Team Curriculum leads to inventory and 
distribute materials to teachers. 

Serves as the technical support person for the online EC curriculum portals, submits staff 
names for program access, and troubleshoots technical issues with the vendor. 
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Serves as the point person for the EC Lending Library monitoring online item requests, 
preparing and distributing materials to teachers; and confirms return receipt of all items as 
indicated on the borrowing agreement by the end of each school year. 
 

ADDITIONAL JOB FUNCTIONS  
 

 
Performs related work as required by Exceptional Children Services.  
 
 

MINIMUM TRAINING AND EXPERIENCE 
 

Completion of an associate degree program with at least 10 years of experience in clerical 
and administrative work, or graduation from a four-year college or university or any 
equivalent combination of training and experience which provides the required knowledge, 
skills, and abilities. 
 

SPECIAL REQUIREMENT 
 

Possession of a valid driver’s license issued by the State of North Carolina and a personal 
vehicle for use during work hours. 
 
 

MINIMUM QUALIFICATIONS OR STANDARDS REQUIRED TO PERFORM 
ESSENTIAL JOB FUNCTIONS 

 

Physical Requirements: Must be physically able to operate a variety of equipment and 
tools including computers, scanners, adding machines, computer software, computer 
hardware, etc. Must be able to exert up to 30 pounds of force occasionally, and/or up to 5 
pounds of force frequently, and/or a negligible amount of force constantly to move objects. 
Physical demand requirements are in excess of those for Medium Work. 
 

Data Conception: Requires the ability to compare and/or judge the readily observable, 
functional, structural or composite characteristics (whether similar or divergent from 
obvious standards) of data, people or things. 
 

Interpersonal Communication: Requires the ability to speak and/or signal people to 
convey or exchange information. Includes giving instructions, assignments or directions to 
assistants or subordinates. 
 

Language Ability: Requires the ability to read a variety of correspondence, technical 
manuals, newsletters, trade journals, etc. Requires the ability to prepare reports, forms, 
training materials, system documentation, etc. using prescribed formats and conforming to 
all rules of punctuation, grammar, diction, and style. Requires the ability to speak to people 
with poise, voice control and confidence. 
 

Intelligence: Requires the ability to apply principles of logical or scientific thinking to 
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define problems, collect data, establish facts, and draw valid conclusions; to interpret an 
extensive variety of technical instructions in mathematical or diagrammatic form; and to 
deal with several abstract and concrete variables. 
 

Verbal Aptitude: Requires the ability to record and deliver information, to explain 
procedures, to give oral and written instructions. Must be able to communicate effectively 
and efficiently in a variety of technical or professional languages including computer 
terminology. 
 

Numerical Aptitude: Requires the ability to utilize mathematical formulas; to add and 
subtract; multiply and divide; utilize decimals and percentages; understand and apply the 
theories of algebra and geometry. 
 

Form/Spatial Aptitude: Requires the ability to inspect items for proper length, width and 
shape. 
 

Motor Coordination: Requires the ability coordinate hands and eyes rapidly and accurately 
in using computer equipment. 
 

Manual Dexterity: Requires the ability to handle a variety of items such as computer 
equipment. Must have minimal levels of eye/hand/foot coordination. 
 

Color Discrimination: Requires the ability to differentiate between colors and shades of 
color. 
 

Interpersonal Temperament: Requires the ability to deal with people beyond giving and 
receiving instructions. Must be adaptable to performing under stress and when confronted 
with persons acting under stress. 
 

Physical Communication: Requires the ability to talk and hear: (Talking: expressing or 
exchanging ideas by means of spoken words. Hearing: perceiving nature of sounds by ear.). 
Must be able to communicate via telephone. 

 

KNOWLEDGE, SKILLS AND ABILITIES 
 

Considerable knowledge of the principles of organization and administration. 
 

Considerable knowledge of common word processing, spreadsheet and file maintenance 
programs. 
 

Thorough knowledge of and ability to use grammar, vocabulary, spelling and punctuation.  
 

Thorough knowledge of office practices and procedures. 
 

Ability to maintain complete and accurate records and to develop standard reports from 
those records. 
 

Skill in developing database designs, data storage strategies, program evaluation techniques 
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and data analysis methods. 
 

Ability to use common office machines and popular computer-driven word processing, 
spreadsheet, and file maintenance programs. 
 

Ability to effectively express ideas orally and in writing.  
 

Ability to establish and maintain working relationships with diverse groups and organizations 
as necessitated by work assignments. 
 
 
 

DISCLAIMER 
 

The preceding job description has been designed to indicate the general nature and level of 
work performed by employees within this classification. It is not designed to contain or be 
interpreted as a comprehensive inventory of all duties, responsibilities, and qualifications 
required of employees to this job. 
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