
Employment  
Opportunity 
 
Michelle Powers 
Executive Director 
Human Services 
 
509.789.3800 
mpowers@esd101.net 

Notice of Vacancy 
 
Position:  Coordinator, Center for Special Education  
   Services 
 
Salary/Schedule: $85,307 annually—full-time (260 days) w/ 3% COLA 9/1/18 
   This position is full-time and is eligible for a generous benefits 
   package. 
 
Application Due: Open until filled 
    
Location:  NEWESD 101 
   4202 South Regal Street, Spokane, WA 99223 
 
Application Procedure 
 
To be considered for this position, please submit the following: 
 

 Completed NEWESD 101 administrative application form 
 Letter of application 
 Personal resume 
 Copy of college transcripts 
 Copy of certification 
 Three professional letters of reference 

 
NEWESD 101 employees who wish to apply must submit a letter of application to the 
human services office and ensure their applicant files are current and complete. 
 

Selection Process 
 
All complete application packets received by the closing date and time will be screened to 
determine eligibility for interviewing. INCOMPLETE APPLICATION PACKETS 
WILL NOT BE SCREENED. Applicants selected for an interview will be notified by 
NEWESD 101. All applicants will be notified at the completion of the hiring process as to 
NEWESD 101’s decision. 
 
Information 
 
Human Services, Kimberly Runkel 
4202 South Regal Street 
Spokane, Washington 99223-7738 
509.789.3800 
krunkel@esd101.net 
 
The following policies have been adopted and are reflected in our 
employment practices: 
 
NEWESD 101 is an Equal Opportunity Employer and does not discriminate on the basis of race, 
color, national origin, creed, age, gender, disability, or sexual orientation. 
 
NEWESD 101 complies with the Americans with Disabilities Act. Persons who may need some 
accommodation in the hiring process should contact the human services office.  
 
Employees must abide by all of the agency’s policies, including those regarding tobacco use in the 
workplace and maintaining a drug-free workplace. 
 
NEWESD 101 requires a successful applicant to provide employment eligibility and verification of 
legal right to work in the United States in compliance with the Immigration Reform and Control 
Act. 

NorthEast Washington Educational 
Service District 101 is a political 
subdivision of the State of 
Washington whose mission is to 
promote educational excellence by 
delivering essential, cooperative 
services to schools and other 
learning communities.  

www.esd101.net 



Purpose Statement 
The job of coordinator, Center for Special Education Services is done for the purposes of monitoring and 
coordinating Special Education Services, providing training and technical assistance to administrators and teachers, 
identifying and providing resources for services and programs, assisting school districts in ensuring all state and 
federal compliance conditions are met, and maintaining current knowledge and understanding of state and federal 
rules and regulations. 
 
This position reports to the director, Center for Special Education Services. 
 
Functions 
Assists in the supervision of the Special Education Cooperative. 
Assists with the organization, design, and development of new programs for the purpose of supporting school 

districts in providing quality special education instructional programs. 
Develops strategies to adapt general education curriculum for special populations for the purpose of delivering 

services which conform to ESD objectives. 
Coordinates program components, support needs, and material for the purpose of delivering services which 

conform to established guidelines. 
 Evaluates programs and/or projects for the purpose of carrying out and achieving objectives within area of 

responsibility. 
 Presents information on a variety of topics (e.g. instructional strategies, best practices, accommodation, etc.) for 

the purpose of communicating information and/or gaining feedback. 
 Promotes special education and leadership regarding best practices and scientifically based research for the 

purpose of delivering services in conformance with ESD, state, and federal objectives. 
 Provides administrative oversight for the preparation and completion of reports and interprets related 

information for the purpose of offering solutions based on data and sharing information to facilitate effective 
decision-making by the superintendent. 

Creates and develops teaching and learning models for the purpose of providing effective special education 
instructional programs. 

 Facilitates meetings, processes, etc. (e.g. regional meetings, etc.) for the purpose of implementing and 
maintaining programs and services which achieve the ESD’s objectives. 

 Implements assigned programs and/or projects for the purpose of conforming to ESD and state curriculum and/
or instructional objectives. 

Observes children and consults with staff regarding their needs for the purpose of providing recommendations 
on strategies and/or accommodations. 

Compiles data and materials for the purpose of analyzing issues, providing resources, ensuring compliance with 
various policies and procedures, and/or monitoring program components. 

Analyzes information for the purpose of creating training programs to meet the needs of member school districts. 
Attends meetings, workshops, and seminars for the purpose of receiving and/or conveying information. 
 Prepares written materials for the purpose of documenting activities, providing written reference, and/or 

conveying information. 
 Supports assigned administrator for the purpose of providing assistance with their administrative functions. 
Collaborates with staff members for the purpose of monitoring program components. 
 Establishes clear performance expectations for the purpose of carrying out and achieving objectives. 
Assists other personnel for the purpose of ensuring an efficient and effective work environment. 
 
Job Requirements—Minimum Qualifications 
 
Skills, Knowledge, and Abilities 
 
SKILLS are required to perform multiple, technical tasks with a need to occasionally upgrade skills in order to 
meet changing job conditions. Specific skills required to satisfactorily perform the functions of the job include: 
developing and implementing new programs and innovative projects, supervisory skills, interpersonal skills; 
creating and maintaining effective working relationships, operating standard office equipment including utilizing 
pertinent software applications, and preparing and maintaining accurate records. 



KNOWLEDGE is required to mathematic calculations, review and interpret highly technical information, write 
technical materials, speak persuasively to implement desired actions, facilitate group discussions, and analyze 
situations to define issues and draw conclusions. Specific knowledge required to satisfactorily perform the 
functions of the job includes: Washington State and federal laws and regulations related to special education, 
federal and state funding for special education programs, education code, instructional best practices, accounting 
processes, and budget management. 
 
ABILITY is required to schedule activities, meetings, and events, gather, collate, classify, and interpret data, and 
use basic, job-related equipment. Flexibility is required to independently work with others in a wide variety of 
circumstances, and work with data utilizing defined but different processes. Ability is also required to work with a 
significant diversity of individuals and/or groups, and work with data of widely varied types and purposes. In 
working with others, independent problem solving is required to analyze issues and create action plans. Problem 
solving with data requires analysis based on program objectives. Specific abilities required to satisfactorily 
perform the functions of the job include: communicating with diverse groups, meeting deadlines and schedules, 
setting priorities, working as part of a team, working a flexible schedule, planning strategically, and implementing 
plans. Ability is also required to take individual initiative and accept responsibility and accountability. 
 

Responsibility 
Responsibilities include: working independently under broad organizational guidelines to achieve position 
objectives, leading, guiding, and coordinating others, and operating within a defined budget. Utilization of 
resources from other work units is often required to perform the job’s functions. There is some opportunity to 
impact the agency’s services. 
 
Working Environment 
 
The usual and customary methods of performing the job's functions require the following physical demands: some 
lifting, carrying, pushing, and/or pulling; and significant fine finger dexterity. Generally the job requires 50% 
sitting, 25% walking, and 25% standing. This job is performed in a generally clean and healthy environment. 
 
Experience Job related experience within specialized field with increasing levels of 

responsibility is required. Classroom teaching experience is preferred. 
 
Education   Master’s degree in job related area required. 
 
Certificates & Licenses  Valid driver's license, required auto insurance, and reliable personal 

transportation. 
 
Clearances WSP/FBI criminal history background clearance (at employee’s expense).  
 


