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Position Title:       PCN:       

Department/School: 
      
 

Location/
Address:       

Reports to(Title 
only):       Work 

Hours       am      to           pm 

Salary/Position 
Category:  Non-Certified Administrator       Certified Administrator       Non-Exempt Hourly       Teacher 

Position type/ Grade 
(to be completed by 
HR) 

      Position # 
of days       

Travel Required       FLSA 
Status 

  Exempt 
  Non-exempt 

Job Description 

      

JOB PURPOSE/REASON: 

 

 

 

EDUCATION:     High School Diploma or Equivalent         Associate’s Degree      Bachelor’s Degree 

REQUIRED QUALIFICATIONS: 

                                 Master’s Degree           Other       

                       
EXPERIENCE & TRAINING: 
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LICENSING/CERTIFICATION: 
      
 
 
OTHER SKILLS/REQUIREMENTS: 
      
 
 
 
 

      

PREFERRED QUALIFICATIONS: 

 
 
SUPERVISION RESPONSIBILITY (IF APPLICABLE): 
 
Direct Reports:      ___ # of non-exempt/classified          ___ # of exempt/administrators/teachers 
Indirect Reports:   ___ # of non-exempt/classified          ___ # of exempt/administrators/teachers 

 

      

PRIMARY POSITION RESPONSIBILITIES: 
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PRIMARY POSITION RESPONSIBILITIES, CONTINUED: 

 

 

 

 

 

 

 

 

 

      
SECONDARY POSITION RESPONSIBILITIES 

 
 
 
 

 

 

 

      

PHYSICAL/MENTAL REQUIREMENTS: 

 
 
 
 
 
 
NOTE: The above is intended to describe the general content of and requirements for the performance of this job.  It is not to be 
construed as an exhaustive statement of essential functions, responsibilities or requirements.  This job description must not be 
misconstrued as a promise of employment, nor deemed as an employment contract. 

Department Head  Date  

Associate/Chief/Executive 
Director 

 Date  

Superintendent (if applicable)  Date  

Human Resources  Date  

 


	Position Title: Director of Multilingual Services 
	PCN: 
	DepartmentSchool: Department of Multilingual Services
	Location Address: 75 Calhoun St.
Charleston, SC 29401
	NonCertified Administrator: Off
	Certified Administrator: On
	NonExempt Hourly: Off
	Teacher: Off
	NonCertified Administrator Certified Administrator NonExempt Hourly TeacherTravel Required: Local and minimum out of state
	undefined: On
	undefined_2: Off
	JOB PURPOSEREASON EDUCATION High School Diploma or Equivalent Associates Degree Bachelors Degree REQUIRED QUALIFICATIONS Masters Degree Other EXPERIENCE  TRAINING: Vast knowledge of best instructional practices, programming, and compliance for MLs.
Sheltered Instruction training 

	High School Diploma or Equivalent: Off
	Associates Degree: Off
	Bachelors Degree: Off
	Masters Degree: On
	Other: Off
	Department Head: Dr. Angela Rush, Executive Director of Multilingual Services
	Date: 3-3-25
	AssociateChiefExecutive Director: Michelle Simmons, Chief Academic Officer
	Date_2: 3-3-25
	Superintendent if applicable: 
	Date_3: 
	Human Resources: 
	Date_4: REV 04-25
	Work Hours: 8:00
	JOB PURPOSE/REASON: To develop, coordinate, and implement a robust instructional program to serve the needs of multilingual learners.
	PRIMARY POSITION RESPONSIBILITIES: 
	Text15: SC Teaching Certificate
	Text16: Effective oral and written communications skills
	Text17: Supervisory experience
Certification in ESOL or have the endorsement in ESOL
Instructional coaching 

	Text18: -Supervise and evaluate instructional staff in the Department of Multilingual Services. 
-Participate, coordinate, or conduct a variety of meetings, staff development, committees, trainings, workshops, and/or conferences in order to present material and information concerning department programs, services, operations, and activities to all stakeholders. 
-Represent CCSD  at local, regional, and state meetings, conferences, in-services, boards, councils, and events as related to multilingual education.  
 -Maintain current knowledge and interpret applicable rules, regulations, policies, procedures, contracts, State and Federal laws, codes and regulations. Share this information as necessary with leadership to ensure that CCSD is in compliance with the aforementioned entities.
 -Analyze situations accurately and adopt an effective course of action as determined by CCSD policy and federal and state laws, codes, procedures, and regulations. 
-Work independently with little direction with the ability to make decisions that will provide the best scenario for teachers and students.
-Serve as a consultant to principals, teachers, district leadership on  multicultural education.  
-Effectively coordinate and facilitate designated program areas related to multilingual education.
-Organize, implement, and deliver research based professional development in the area of education of multilingual education. 
	Text19: Dexterity of hands and fingers to operate a computer keyboard, mouse, and to handle other computer components; Ability to sit for extended periods of time. Work is performed in a normal heated or air-conditioned office environment. Exerting up to 20 pounds of force occasionally and able to lift, carry, push, pull or otherwise move objects. 

Must be able to handle a fast-paced, high-volume environment and make time-sensitive decisions when working on a daily basis. Must be able to meet deadlines and be flexible to daily routines.
	Position  of days: 240
	NonCertified Administrator Certified Administrator NonExempt Hourly TeacherPosition type Grade to be completed by HR: D64
	Reports toTitle only: Executive Director of Multilingual Services
	LICENSINGCERTIFICATION OTHER SKILLSREQUIREMENTS PREFERRED QUALIFICATIONS SUPERVISION RESPONSIBILITY IF APPLICABLE Direct Reports  of nonexemptclassified  of exemptadministratorsteachers Indirect Reports  of nonexemptclassified  of exemptadministratorsteachers PRIMARY POSITION RESPONSIBILITIES: 1. Develop, implement, and monitor a strategic plan for multilingual learners in the district

2. Collaborate with district and school-based leaders to plan and execute robust learning plans for all multilingual learners

3. Provide principals, teachers, and other school-based staff with high-quality evidence-based professional development that will strengthen staff knowledge, skills, competencies, and abilities related to all multilingual learners

4. Create plans to optimize the department's budgets and spending for instructional materials and professional development

5. Support effective teacher allocation models to produce optimal student outcomes.

6. Collaborate with district and school-based staff to determine quality curriculum materials for purchase, and to design, standardize, and implement curriculum

7. Maintain strategic focus on data-driven results and outcomes for multilingual learners

8. Identify all relevant data of multilingual learners; analyze and present data to district and school leadership as it relates to the academic achievement of multilingual learners; collaborate with district leaders to utilize data to make programmatic changes within schools and the district

9. Work cooperatively with schools to administer required multilingual tests to students according to policy regulations
	Work Hours2: 4:30
	Text1: 
	0: 
	0: 0
	1: 4

	1: 
	0: 0
	1: 0




