
DISTRICT SCHOOL BOARD OF PASCO COUNTY

JOB DESCRIPTION

QUALIFICATIONS:
(1) Master’s Degree from an accredited institution.
(2) Certification in Educational Leadership, School Principal, or 

Professional School Principal.
(3) Three (3) years successful classroom teaching experience.
(4) Prefer written and verbal proficiency in Spanish.
(5) Certification in reading, elementary education, or related field.

KNOWLEDGE, SKILLS AND ABILITIES:
Knowledge of current trends and research in assigned area.  Knowledge 
of rules, regulations, policies, and procedures  affecting state and federal 
grants.  Ability to communicate effectively orally and in writing.  
Ability to work effectively with parents, teachers, administrator, and 
community.

REPORTS TO:
Federal or State Grant Administrator

JOB GOAL
To assist with the implementation and coordination of all services and 
program elements in the state and federal grant programs.

SUPERVISES:
As determined by the grant administrator.

PERFORMANCE RESPONSIBILITIES:

Technical/Professional Knowledge
* (1) Assist in the process of total project development, including the 

gathering of input from staff, parents, and members of the 
community, as well as assisting with the application process.

* (2) Assist in the development, implementation, and evaluation of 
state and federal grant programs.

* (3) Assist in developing and implementing state and federal grant 
programs.

* (4) Assist staff in the coordination of state and federal grant services 
with the services funded through other sources.

* (5) Coordinate and participate in grant-related committee meetings.
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PROGRAM SPECIALIST, STATE AND FEDERAL GRANTS (continued)

Communication
* (6) Assist in coordination of state and federal  grant services with 

other District, state and federal programs.
* (7) Communicate effectively orally and in writing.
* (8) Collaborate with basic, elementary, other programs and agencies 

as needed to ensure appropriate articulation.
* (9) Respond to inquiries and concerns in a timely manner.
* (10) Use effective strategies to make presentations or interact with a 

variety of audiences.

Proactive Orientation
* (11) Assume a leadership role and provide a support system for 

implementing program plans.
* (12) Demonstrate initiative in the performance of assigned duties.
* (13) Anticipate potential problems and develop processes or 

procedures to prevent or address them.

Critical Thinking
* (14) Assist in developing the Department’s Continuous Improvement 

Plan.
* (15) Review and analyze data and information relative to assigned 

area.
* (16) Use technology effectively.

Continuous Improvement
* (17) Set high standards and expectations for self and others.
* (18) Assist in the organizing and delivery of a plan for staff 

development based on identified needs and requirements of the 
state and federal grant guidelines.

* (19) Attend and participate in educational conferences pertinent to the 
delivery of state and federal grant services.

* (20) Keep abreast of laws, regulations, and policies in assigned area of 
responsibility.

* (21) Keep up-to-date and well-informed about trends and best 
practices in assigned area.

* (22) Assist department staff in keeping up-to-date and well-informed 
about issues and changes in area of responsibility.

* (23) Keep abreast of trends, best practices, and program developments 
within the grant(s) and related programs.

Facilitation 
* (24) Facilitate parent involvement initiatives and activities.
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PROGRAM SPECIALIST, STATE AND FEDERAL GRANTS (continued)

* (25) Use appropriate interpersonal styles and methods to guide 
individuals and groups toward task accomplishment.

* (26) Facilitate problem-solving by individuals or groups.
* (27) Assist in facilitating the training of staff in appropriate teaching 

methods.

Managerial
* (28) Assist in monitoring selection and eligibility of those being 

served, where appropriate.
* (29) Assist in monitoring the management of state and federal grant 

materials.
* (30) Assist in the submission of all reports and information to 

appropriate District, state and federal agencies in a timely 
manner.

* (31) Assist in maintaining an ongoing program review to assure 
compliance with all District, state and federal regulations.

* (32) Assist in monitoring expenditures and budget status.
* (33) Maintain a consistent grant reporting system of program-related 

information to the program supervisor.
* (34) Prepare or supervise the preparation of all required reports and 

maintain all required records.

Constancy of Purpose
* (35) Exhibit support for the District’s vision, mission, goals, and 

priorities.
* (36) Represent the District at meetings and on committees.
* (37) Serve on at program improvement team(s) as needed.
* (38) Perform other incidental tasks consistent with the goals and 

objectives of this position.

Decisiveness
* (39) Make and share decisions in a timely manner.
* (40) Respond quickly in emergency situations.

PHYSICAL REQUIREMENTS:
Light Work:  Exerting up to 20 pounds of force occasionally and/or up 
to 10 pounds of force as frequently as needed to move objects.

TERMS OF EMPLOYMENT:
Salary and benefits shall be paid consistent with the District’s approved 

compensation plan.
Length of the work year and hours of employment shall be those 

established by the District.
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PROGRAM SPECIALIST, STATE AND FEDERAL GRANTS (continued)

EVALUATION:
Performance of this job will be evaluated in accordance with provisions 

of the Board’s policy on evaluation of personnel.

Job Description Supplement No. 11

*Essential Performance Responsibilities

Board Action  ___________________
Approved        ___________________
Revised           ____3/28/03_________   
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