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JOB DESCRIPTION MANUAL 
 

BOARD OF EDUCATION      

CLINTON TOWNSHIP        Certified 
 

 
TITLE: Director of Special Projects 
 
JOB GOAL: The Director is a dynamic leader who works with the Administration and Board of 
Education to ensure that the District's human resources contracts contribute to the implementation of 
the District's curriculum, new strategies and innovation initiatives, both operationally and financially. 
The Director will be intimately involved in the District's confidential matters, including all personnel 
issues, labor grievances/disputes, advising the Superintendent, Labor Counsel, and the Board's 
Negotiations Committee regarding the impact these matters could have on the District's strategic 
learning and innovation initiatives. The Director will lead the District’s analysis of emerging 
technologies, instructional theories, and innovative approaches to capitalize on teachers’ and students’ 
creativity. The Director assists in developing District-wide evaluation metrics to quantify learning 
outcomes, and advises all stakeholders regarding the goals and challenges of instructional design and 
innovation, as well providing assistance to the Superintendent in the area of supervision, observation 
and evaluation of the District's administrative, supervisory, and instructional staff and non-certificated 
staff. The Director supports and challenges the learning community to take intelligent risks, strive for 
innovation, work as a team, and engage in collaborative practices. The Director’s responsibilities 
include pedagogical design, consulting and advisory support for faculty and staff, continuous feedback, 
and entrepreneurial engagement and involvement. Ultimately, the Director strives to ensure that 
endless creative curricular possibilities become a reality in our classrooms and for the ultimate benefit 
of our students. 
 
 
QUALIFICATIONS: 
 

1. Ability to assume the role of the Superintendent of Schools, in his/her absence. 
2. School administrator certification or evidence of intent to obtain Certificate of Eligibility 

(COE) toward earning standard certificate. 
3. Ability to engage with administrators, supervisors, educators, and support personnel, and 

parents and students to extend responsible and creative use of technology in the curriculum. 
4. Ability to prepare and manage budgets. 
5. Active user and advocate of technological systems for learning, with a track record of 

integrating technology into classroom settings. 
6. Experience working with iPads and other mobile devices in education, and familiar with a 

range of software, hardware, and operations systems (Windows, Mac, IOS). 
7. Broad knowledge of industry standards and best practices in the use of technology, including 

NAIS Principals of Good Practice on Technology and International Society for Technology in 
Education National Technology Standards (ISTE NETS)  

8. Possesses professional presence and service orientation, with the ability to make meaningful 
and positive connections with a broad base of stakeholders. 
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9. Proven track record of visionary thinking, managing multiple priorities, working with 
ambiguity, delegating, and being a life-long learner through continuous advanced study. 

10. Strong verbal and written communication skills, with a collaborative mindset. 
11. Strong organizational and time management skills. 
12. Knowledge of public sector labor relations laws and regulations and human resources law 

impacting school personnel. 
 

 
REPORTS TO: Superintendent of Schools 
 
SUPERVISES: Administrative, Supervisory, Curriculum, Instruction, and Technology Personnel 
 
JOB EXPECTATIONS: 
 
Leadership and Professional Development 

1. Assists in the recruitment, screening, hiring, training and assigning of instructional personnel. 
2. Champions changes in curriculum design and delivery, by collaborating with the 

Superintendent, Curriculum Committee, administration, and teachers in developing the school 
curriculum. 

3. Oversees district selection of textbooks, instructional, and technological materials and 
appliances. 

4. Oversees district-wide professional development programming and implementation. 
5. Oversees administrative aspects of technology programs and services, including infrastructure 

implementation and maintenance, support of educators and support staff in the use of 
hardware and equipment and management. 

6. Maintains knowledge of and communicate current research findings and forecasts related to 
curriculum and the effective use of technology in the school’s educational program. 

7. Focuses on ensuring that network and other technology resources are used safely and 
responsibly. 

8. Provides current, leading-edge information to support decision-making on academic and 
administrative technology matters.  

9. Partners with members of the community to articulate mission values and connections 
between ethics and technology.  

10. Ensures that educators have access to the appropriate tools for 21st century learning.  
 
Management 

1. Explores contracting with cloud-based and out-sourced services and negotiate advantageous 
contracts when appropriate.  

2. Evaluates the performance of technology and curriculum department employees and oversee 
training and support to enhance contributions.  

3. Oversees the delegated responsibility of designing, developing, analyzing and enhancing 
school district based programs and applications. 

4. Conducts classroom observations and provides supervision/evaluation on a District-wide basis 
of certificated administrative and supervisory staff, teachers and non-certified staff, as 
requested by the Superintendent. 

5. To ensure compatibility with the District's strategic learning initiatives, reviews and develops 
collective negotiations proposals for the District and analyzes proposals made by the District's 
employee representatives during negotiations. 
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6. To ensure sufficient financial and operational flexibility to enable efficient implementation of 
the District's strategic learning initiatives, consults with the Superintendent, Labor Counsel, 
and Board's Negotiations Committee, as appropriate, regarding the District's collective 
agreements and settlement positions. 

7. Consults with Administration and Board concerning grievance processing impacting the 
District's strategic learning initiatives. 
 

Procurement & Budgeting 
1. Allocates and manages resources to support strategic priorities and initiatives.  
2. Provides leadership in the purchase and acquisition of new technology and equipment. Consult 

with appropriate stakeholders to coordinate, evaluate and recommend and purchase new 
technology and equipment.  

3. Possesses the understanding of industry-standard related practices and procedures of 
regulations and guidelines as they relate to the purchase and use of software (specifically 
copyright laws and the use of licensed equipment and materials). 

 
Professional Responsibilities 

1. Complies with applicable District, state, local and federal laws, rules and regulations. 
2. Responds willingly to emergency situations outside of the standard work schedule. 
3. Performs other duties as assigned by the Superintendent.  


