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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: Special Advisor to the Superintendent for Investigations
	PCN: 
	DepartmentSchool: Office of the Superintendent
	Location Address: 75 Calhoun Street
Charleston, SC 29401
	NonCertified Administrator: On
	Certified Administrator: Off
	NonExempt Hourly: Off
	Teacher: Off
	NonCertified Administrator Certified Administrator NonExempt Hourly TeacherTravel Required: Extensive in-county travel to district facilities; limited
out-of-town travel for training and/or conferences.
	undefined: On
	undefined_2: Off
	JOB PURPOSEREASON EDUCATION High School Diploma or Equivalent Associates Degree Bachelors Degree REQUIRED QUALIFICATIONS Masters Degree Other EXPERIENCE  TRAINING: * Bachelor's Degree in Social Sciences, Education, Public Policy, Legal, or a related field from an accredited college or university;
* Five (5)+ years of supervisory/management experience, preferably in a related area;
* Knowledge of the roles/responsibilities of K-12 personnel and school boards; knowledge of school policies and procedures;
* Experience safeguarding sensitive and confidential information, all while handling difficult situations tactfully and impartially.
	High School Diploma or Equivalent: Off
	Associates Degree: Off
	Bachelors Degree: On
	Masters Degree: Off
	Other: Off
	Department Head: 
	Date: 
	AssociateChiefExecutive Director: 
	Date_2: 
	Superintendent if applicable: Anita Huggins
	Date_3: 
	Human Resources: 
	Date_4: 
	Work Hours: 8:00
	JOB PURPOSE/REASON: This position lends executive level assistance to the Superintendent of Schools in matters related to internal/external investigations
of District employees. As directed by the Superintendent, with the guidance of General Counsel, this position conducts complex
investigations related to possible violations of criminal laws, and/or applicable Board policies and procedures. Identifies, in
detailed reports, potential violations and offers remedies to mitigate both legal and/or reputational exposure to the District. Serves
as the Superintendent's liaison in fielding and resolving conflicts reported between community members and District officials.
	PRIMARY POSITION RESPONSIBILITIES: District liaison with law enforcement and other governmental agencies regarding ongoing criminal and external investigations that may
affect District operations. Cultivates good working relationships to support these agencies. Coordinates with external agencies to ensure the District's internal investigation operates parallel to, and not in conflict with, their investigations. Obtain and share records with our law enforcement partners as appropriate.

In support of criminal and/or civil litigation, requests and/or preserves school surveillance footage as appropriate. If called upon,
authenticates school surveillance footage for the appropriate court or jurisdiction. Assists the FOIA process in obtaining or preserving
school surveillance footage responsive to the FOIA request.

Facilitator of the school surveillance footage review process with parents, law enforcement, DSS, other governmental agencies, and/or
their respective legal counsel.
	Text15: Must possess a valid S.C. driver's license.
	Text16: Ability to analyze situations accurately and adopt an effective course of action. Ability to remain neutral and impartial in matters of
policy interpretation, issues, and violations and make clear recommendations that are supported by sound facts, policies, procedures,
and/or applicable laws, all without being influenced by positions and/or titles held. Ability to organize and coordinate multiple tasks
while working under, oftentimes, extreme pressure and fluctuating deadlines. Ability to communicate effectively, in both written
and/or oral forms.
	Text17: Advanced degree in Human Services, Social Services, Public Policy, Legal, or a closely related field. Certifications in related areas
of mediation and/or conflict resolution.

Supervisory/management experience within a large school district.
	Text18: When requested by the Superintendent of Schools or her designee, supports CCSD emergency operations during critical incidents.

Assists with additional duties as directed by the Superintendent of Schools.
	Text19: Must be physically capable of performing all primary and secondary functions of this position. Possess a strong mindset capable of
coping with both routine and emergency situations. Must be able to adapt to fluctuating deadlines and competing priorities. Must
have the ability to maintain a calm, professional demeanor in stressful situations.
	Position  of days: 240
	NonCertified Administrator Certified Administrator NonExempt Hourly TeacherPosition type Grade to be completed by HR: E83
	Reports toTitle only: Superintendent of Schools
	LICENSINGCERTIFICATION OTHER SKILLSREQUIREMENTS PREFERRED QUALIFICATIONS SUPERVISION RESPONSIBILITY IF APPLICABLE Direct Reports  of nonexemptclassified  of exemptadministratorsteachers Indirect Reports  of nonexemptclassified  of exemptadministratorsteachers PRIMARY POSITION RESPONSIBILITIES: As directed by the Superintendent of Schools or her designee, and with the guidance of General Counsel, conducts complex
investigations related to possible violations of criminal laws, and/or applicable Board policies and procedures. Identifies, in detailed
reports, potential violations and offers remedies to mitigate both legal and/or reputational exposure to the District. Coordinates and
consults with other departments/divisions as required by an investigation and clarifies applicable policies and/or procedures.

Serves as the Superintendent's liaison in fielding and resolving conflicts between community members and District officials. Develop a
system to investigate, respond to, and resolve issues, complaints, and concerns of parents, community members, and/or public
stakeholders. Resolve disagreements and miscommunications between the school site level and the community. Serve as a District
resource for information and referrals to the appropriate personnel. Cultivate positive relationships with community stakeholders.
Provide excellent customer service with timely responses to phone calls, emails, office visits, and other forms of communication.

Without direct supervision, works with District staff and/or community members to resolve potential conflicts/crises without
magnifying the situation. Exhibit a deep understanding of the complexities involved in a politically charged environment while
maintaining confidentiality related to the sensitive matter at hand and the information obtained.

Assist in achieving outcomes consistent with fairness with established laws, policies, and/or procedures.

As directed by the Superintendent, serves as the District representative at public and/or community events.

As directed by the Superintendent, serves as a Hearing Officer during the appellate process afforded classified employees.

In maintaining compliance with CCSD Board policies and procedures, provides direct support to the Office of Legal Services, Human
Resources, and Employee Relations. In collaboration with HR, reviews and interprets criminal background checks of applicants in
deciding employability with the District. Serves as the District facilitator in the enforcement of the drug & alcohol testing process in
support of Board Policy GBEC (Illegal Substance & Alcohol Free Schools & Workplace).
	Work Hours2: 5:00
	Text1: 
	0: 
	0: 0
	1: 0

	1: 
	0: 0
	1: 0




