COLLEGE OF CENTRAL FLORIDA
JOB DESCRIPTION

JOB TITLE:
STUDENT SUPPORT SPECIALIST

PAY GRADE:
C-7
OVERTIME STATUS:
NON-EXEMPT

MAJOR RESPONSIBILITY:

To coordinate auxiliary aid services, supervise tutorial program and assist with general office, learning and testing assistant for the Disabled Student Services College Skills Lab.

PREREQUISITES FOR POSITION (Qualification Standards):

1. Education or training: Associates degree required, Bachelors degree preferred.

2.
Years of experience in field: Prefer two years of experience working with students with special needs.  Psycho-educational testing experience preferred.

3.
Special skills or abilities related to position: Sensitivity to the needs of persons with disabilities.  Knowledge of legislation pertaining to these individuals.  Knowledge of tutoring techniques and procedures.  Knowledge of learning lab.  Positive human relation skills.  Ability to work with minimal or no supervision.  Must have clear and distinct communication skills.  Ability to work steadily for extended periods of time.  Ability to relate well to and effect confidence in peers and students alike.  Ability to obtain a depth of understanding into the technical and educational aspects of the area involved.  Computer literacy.

ESSENTIAL JOB FUNCTIONS:
I.
Recruit and supervise persons providing auxiliary aid services such as readers, note takers, tutors, scribes and interpreters to students with disabilities.

2.
Assist students with disabilities with admissions, testing, and the learning process.

3.
Provide input for the removal of all barriers to educational process, including extracurricular and cultural activities provided by the college.

4.
Assist with the preparation and dissemination of information on the availability of programs and services for students with disabilities.

5.
Maintain student records including documentation of disability.

6.
Pick up, deliver and proctor tests for students with disabilities who require special assistance.

7.
Purchase adaptive equipment.

8.
Facilitate faculty/student relations between staff members and students with disabilities including notifying instructors of appropriate accommodations.
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ESSENTIAL JOB FUNCTIONS (Continued):

9.
Maintain database consisting of all departmental services performed and subsequent expenditures.  Serve as a liaison to Vocational Rehabilitation, disbursing sponsorship lists, securing approval for services and submitting monthly reports for reimbursement of tutoring, note taking, and interpreting services.

10.
Maintain taped text library and provide taped text to visually and learning disabled students.

11.
Provide initial consultation and screening to students who believe they may have a learning disability.  Facilitate psycho-educational testing when necessary.

12.
Develop and implement departmental strategic plans and indicators of excellence.

13.
Supervise and coordinate all aspects of a college skills laboratory including recruitment of student tutors in all necessary academic areas.  Assist lab manager with all other duties pertaining to lab activities, including but not limited to, computer assistance and departmental correspondence.

14.
Maintain accounting and budgetary up-keep of expenses incurred in Auxiliary Learning Aids, Carl Perkins Handicap, Disabled Student Services, College Skills, and Carl Perkins SAIL, including purchase orders, requests for payment and travel forms as well as expenditures for part-time personnel.

15.
Prepare payroll for full-time employees, computer assistants, tutors and auxiliary old service providers.

16.
Maintain payroll records for all full and part-time employees.

17.
Purchase departmental supplies and equipment.

18.
Supervise, plan and implement tutorial programs for students.

19.
Schedule tutorial sessions for students and ensure the presence of tutors for these sessions.  Post schedule for services.

(These essential job functions are not to be construed as a complete statement of all duties performed.  Employees will be required to perform other job related marginal duties as required.)

ESSENTIAL PHYSICAL SKILLS:
· Acceptable eyesight (with or without correction).

· Acceptable hearing (with or without hearing aid).

· Ability to communicate both orally and in writing.

· Ability to sit at a desk and view a display screen for extended periods of time.

· Light, (up to 15 pounds) lifting and carrying.

· Walking.

· Standing.

ENVIRONMENTAL CONDITIONS:
· Works inside in an office environment.

(Reasonable accommodations will be made for otherwise qualified individuals with a disability.)
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Primary Location of Job:
SUPERVISOR OF POSITION:

Designated at time of hiring/vacancy announcement

