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Fields of Opportunities STATE OF IOWA
TERRY BRANSTAD, GOVERNOR . DEPARTMENT QOF EDUCATION
KIM REYNOLDS, LT. GOVERNOR JASON E. GLASS, DIRECTOR

Dear Applicant:

Thank you for your interest in applying for the position of Education Program Consultant with the lowa
Department of Education. Attached for informational purposes are a Job Opening Announcement and a Position
Description Questionnaire.

In order to be considered for this position, the applicant must provide all requested information regarding the
stated qualifications. Applications for this position must be returned to this office by the date listed on the job
opening announcement for this position. The selection process consists of these steps:

I Each applicant should forward to this office the following:

Completed Department of Education application form.

Cover letter describing your interest in the position.

Current resume/vita, which address the qualifications for this position.

Current set of college/university transcripts, including all training related to the position.
Three current letters of recommendation, which address the qualifications for the position.
Names of at least three other references with addresses and telephone numbers.

mmoom»

Letters of recommendation and transcripts may be sent directly to the Department of Education at
the address listed below.

i Based upon the initial screening process, selected applicants will be invited to participate in a formal
interview with department staff.

. The formal interview will last approximately one hour in length. The same questions will be asked of
all those interviewed. There will be an opportunity to ask the committee members questions as part
of the interview process.

If your application for this position should be kept confidential, please indicate that in your application materials.
Should you have any questions related to the selection process, please contact me. Again, thank you for your
interest in becoming a consuitant with our depariment.

Sincerely,

Kayli Burkhart
Human Resources Associate
lowa Department of Education

Attachments

Grimes State Office Buliding - 400 £ 14th St - Des Moines 1A 50319-0146

PHONE (515) 281-5294 FAX (515} 242-5588

www.educateiowa.gov
Championing Excellence for alf Towa Students through Leadership and Service
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TERRY BRANSTAD, GOVERNOR ) DEPARTMENT CF EDUCATION
KIM REYNOLDS, LT. GOVERNOR JASON E. GLASS, DIRECTOR

Date Job Opening Posted: February 22, 2013

[OWA DEPARTNMENT OF EDUCATION
JOB OPENING ANNOUNCEMENT

POSITION: Education Program Consultant {(Sped Ed Consultant/Transition)
PAY GRADE: Pay Plan Q00, Pay Grade 32

Current Salary Range - $ 2,056.00 - $ 3,179.20 biweekly
$ 53,456.00 - $82,659.20 annually

LOCATION: ~ Grimes State Office Building
WORK UNIT: Department of Education, Division of Learning and Resuits, Bureau of Learner Strategies and Support
DESCRIPTION: This position is responsible for the development and improvement of transition services for students

with disabilities {ages 14-21) served in public and nonpublic schools in lowa. In order to improve

secondary services for youth with disabilities, job responsibilities include oversight of the collection,

analysis, interpretation and use of data; and program development,operation and maintenance

through the use of technical assistance, outreach, development of innovation and systems change
. strategies.

8:00 a.m. — 4:30 p.m., Monday - Friday with some ih and out of state travel, nights and weekends

QUALIFICATIONS: A Master's Degree
AND
three years of full time post graduate experience in any one or a combination of the following areas:

1. Professional training, teaching or counseling experience; '

2. Professional experience evaluating compliance with state or federal law in a government setting;

3. Professional experience evaluating the effectiveness of education and/or social science programs
in a government or university setting.

4. Professional experience in data collection, analysis, and reporiing.

OR

an equivalent of the required experience or a combination of the required education and experience to
total five years; on the basis that one year of experience equals thirty semester hours of education.

DESIRABLE

QUALIFICATIONS: Strong data analysis skills, good communication skills, ability to work as part of a team, experience
with IDEA data and/or secondary transition, knowledge of state government operations and
approaches to affect change..

Grimes State Office Building -~ 400 E 14th St - Des Moines IA 50319-0146

PHONE (515) 281-5294 FAX (515) 242-5988

www.jowa.gov/educate ,
Championing Excellence for all fowa Students through Leadership and Service




DEADLINE: To ensure full consideration for this position, the Department's application form, as well as cther
requested materials, must be returned to this office. This position will remain open until filled.
For additional information regarding this position or application materials contact:

Kayli Burkhart, Human Resources Associate
lowa Department of Education

Grimes State Office Building

400 E 14" 8t

Des Moines, 1A 50319-0146

515-281-3411

E-mail: education.personnel@iowa.gov

it is the policy of the lowa Department of Education not to discriminate on the basis of race, creed, color, sexual
orientation, gender identity, national origin, gender, disability, religion, age, political party affiliation, or actual or
potential parental, family or marital status in its programs, activities, or employment practices as required by the lowa
Code sections 216.9 and 256.10(2), Titles VI and Vil of the Civil Rights Act of 1964 (42 U.S.C. § 2000d and 2000e),
the Equal Pay Act of 1973 (29 U.S.C. § 2086, et seq.), Title IX (Educational Amendments, 20 U.S.C.§§ 1681 - 1688),
Section 504 (Rehabilitation Act of 1973, 29 U.S.C. § 794), and the Americans with Disabilities Act (42 U.S.C. § 12101,
et seq.).

If you have questions or grievances related to compliance with this policy by the lowa Department of Education, piease
contact the legal counsel for the lowa Department of Education, Grimes State Office Building, Des Moines, IA 50319-
01486, telephone number 515/281-5295, or the Director of the Office for Civil Rights, U.S. Department of Education, 111
N. Canal Street, Suite 1053, Chicago, IL 60606-7204.




SIIONDES!

- PDQ #: 2013 1096 '
[} New Posltion ' Clags Title: Flueitiom Proeram Consollan !
{73 Position review requested : 18-Diglt Positlon #: - ) _
[] tpdate only ' ‘ . Personnel Ofileer; 1 Free8E
[} Response to DAS-HRE request ~ Date: feb 13, 20173
1, Name of employes (if none, wilta VAGANT) 2, Gurrant 48-diglt position # 3. Current Class Title
Vacant - 282-031-3361-01071-003 Education Program Consultant -

4. Deparfmant, Division, Bureay, Section and Work Address
Educafion, Learning and Results, Leatier Strategies and Suppor, 400 B 14™ 3¢, Dos Moines, 1A 50319
5, Howrs worked {shifts, rotatlons, travel) 4 B0 Fuil-tinte (40 hours per week)
. 7] part-time {list number of fiours per wask):
7. Hava the assignod dufles changad since this postiton was last reviewed for a class} foafion declsion? []Yes [ 1Mo
If Yes, place an "X beside aach NEW fask wriiten below, Also, desoribe In detall how those tasks are different from those previously assighet.
8, Classification requested 5. Name and Joh classification of the Tmmedlale suparvisor
PSEA, Bureau Chief of Learner Stratesies and Support
10, Desaription of Work: Describe the wortk in detall. Make fhe description so clear fhat {be reader can understand each fask exactly, I the % column,
enter the percent of time spent on each task durlng an average work wesk, not to oxceed 100%. List tagks In descending ordar of fime spent. Hthisis a
roctassification reguest, the provious PG must b attached, This PDQ will be returned If any seotlon Is Incomplete,
RN = ey T 7 FEs SR )

Secondary Transitlon, is responsible for the development and improvement of transition services for students with
disabilities (ages 14-21) served in public and nonpublic schools in Towa, This will be done in accordance with the Individuals
with Disabilities Bducation Act (IDEA), 2004.

50% | Program Development and fmprovement .

. Provide coordination betweer the Bureau of Learner Strategics and Supports and other agenciesfumits involved in
transition planning and services for students with disabilitios, These units include: other Bureaus in the Divislon of Leatner
Results, Division of Vocational Rehabilitation Services, lowa Work Foree Devslopment, Department of Human Sexvices,
Jowa's Parent Training and Information Center, institutes of higher education and other agencies that providefinfhuenee
transition services for youth with disabilities.

' Provids oversight to the collection, analysis, interpretation, reposting and use of B13 data to jmprove secondary
transition services for youth with disabitliies.

. Review and make recommendations for disposition of grant applications for model projects in the area of secondary
transition.

’ Demonsirate anderstanding and support of suceessful post school outeomes for students with disabilities.

. Assist in initiating Depariment-funded demonsttatton projects.

‘ Make recomnendations to university and college training programs regavding training needs, curriculum changes in
career/vocational education and transition planning for students with disabilities.

. Conduct statewide workshops and seminars on related trausition fopies for work expetience coordinators, transition
specialists, consuliants, teachers, administrators, parenis and adult agencies. :

' Conduct nceds assessments and planning for in-servige activities. Conduct and lead post school fellow-up activities,
including Indicator 314 data colleotion, analysis, repoiting and use for planning lmprovement activities.

. Provide information to work experience coordinators, ftansition specialists, speofal education administrators, special
education teachers, general educalion personnel, and paronts regarding innovative developments in secondary transition
Services.

+  Provide assistance to ABAs, LEAs and universities and colleges in proposal writing to secure project funds,

J Support and provide assistance to ABAs, LBAs and the Division of Vocational Rehabilitation In the implementation of
the Collaborasive Transition Project. ' .

J Promote, initiate and facilitate the development of junovative programs and service models to address needs identlfied
through stakeholder discussion of B13 and B14 data,

(To insert additional “Description of Work? ltems, Click Here,}) Othterswise, proceed fo Item 11,
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10. Doscription of Work: Descrlhe the work In defall. Hake the description so clear that the reader can understand each fask exacily. i the % celumn,
anfer the porcent of thne spent on sach lask during an average work wesk, not fo excend 100%, List tasks i descending order of Hime spent. i this 1
a reclassification request, the previous PDQ nust be attached. his PDQwill e refurnad If any sectlon Is incomplete.

FTETOT TR

SR Ry et e A
' Work cooperatively with other agencies In reviewing grant applications, condueting in-service fraining and providing

information to professionals involved in careerfvacationat education and transition planning for studenis with disabilities.
g

g Provide assistance and work collaborafively with the Division of Vocational Rehabilitation o ensure youth with

disabilities sxperience employment preparation, placement and ongoing support,

25% | Program Operation and Mainfenance

J Review and make recommendations for approval and monitoring of any AEA's corrective action plan refated to
secondary transition. '

J Serve as a resource to other public and nonpublic agencies yelated fo transition services.

. Respond to camnunication requests for information and Federal and State polivy Interpretation regarding transition
services. '

' Provide fechnicat assistance to work experience coordinators, transition speciafists, and teachers including assistance in

progeam planning and evaluation, information and media, organizational and resource development. Assist in defining
problems and solutions and implementation of resolution,

' )

' Serve in liaison role with university training programs, secondary progvams at comnuity colleges and other post
secondary/vocational instiiutions.

20% | Regulafory and Fiscal

' Make recommendations for program and special project funding for transition services for students with disabilities,
. Matco recommendations regarding licensure standards for work experience coordinators, fransition speeialists, and
special education personnel,

' Assist in the monitoring of ABA, LEA and state-operated special education programs fo defermine compliance with
Rederal and State regulations, including the Annval Perforinance Report,

. Tnferpret Federal and State compliance requirements for special education programs and services related to transliion

and careerfvocational education guidelines.

Professional Development

% |+ Maintain professional competency through review of professional literature, on-site visitation of innovative programs
and continuing education activities.
d Participate in professional activities of National and State professional organizations. Serve on
. National, State, or local committees and exeoutive boards as appropriate.
s Assist in the upgrading of professional competencles of personnel providing transition services to students with
disabilities. :
»* Maintain ongoing contact with other professionals’in the fleld through informal networking. This includes professionals

in special education, fransition, vocational education, vocational yehabilitation, and Job Training Partnership Act, and other
programs that provide transition services to stndents with disabilities..

Other
' Complete other assighments as directed by Department and Burean administration.

Click Hera to conlinue with ltem #11
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11, Is this position considered t» be supervisory? Yes ] No B (If Yes, complete the Stpervisory Analysls Questionnaire form [GFN §62-
0492] and attach it with this PDQL)

12, For what reasons are you requesting fhat this position e reviewed? Include, If applicable, significant changes or additions fo duties,
comparison(s) with other positions, efs, Be specific. Attach addittonal sheets, If necessary,

Employee Signature

71 1 certify that | have read the Instructions for the completion of fhis guestionnalre, that the answers are my own, and fhat they are
aceurate and complete, .

OR
1 The quastionnaire was complated by department management, | have read and baen provitled a copy of this questionnalre,

“Slgnsd

{fneumbanl Employec} {Dale}

For position review requasts, If you have not been nofifisd by your depariment's management of their decision to elther support or not support fhis
request within 30 days, you may send this request directly to DAS-HRE for review, Address It fo: Adminisiealor, Prograim Defivery Services, lowa
Deparlment of Administrative Services — Humen Resources Enterprise, Hoover Building, Level A, 1305 East Walnul, Des Molnes, lowa 50316,

Supervisor Review of PDQ

This secilon must be completed within 30 days after the PDQ Is recelved from the employee. The employee must ba nofiffed of the decision fo
elither support or not support the roquest. Regardiess, the request must be forwarded to DAS\HRE, This PDG will be roturned if any sectlon is
incomplete, Aftach additional sheets, Iif nacessary.

13.

14,

15,

18,

indicate to what extent, If any, the statements on this form are, in your oplnlon, not correct or need clarifleation,

Descrhe the ofigin of any new duties, e, those marked with an “X” In item 10, If new dutles have been atided, where were they
performed prior to belng assigned to this posltion? Are fhese dutles perforimed by anyone efse? If so, identify the person(s) and the
posifion classlfication of thelr positions, How feng have the new dulles been perforined?

What Is the basie purpose of thls position?
This position Is responsible for the implemeniation and improvement of transition services for students with disabilities (ages 14-21)

served in public and nonpubiic schools In Towa, in accordance with the Individuals wiflh Disabilities Education Act {IDEA), 2004,

'lclenlify the essentlal functions that must be performed by the ncumbent, with or without reasonable accommodations for disabllities,
idontliy any certifications or licenses that are required. Refer to the Instruction sheet, Section 3,15 of the Managers and Supervisors
Manual, or Ghapter 5 of the Applicant Screenfng Manual for more Information on sssontial funetions,

Knowledge of lepisiation. program models, research, and issues and trends In the aren of transition, including Indicators B3 and
Bi4, Ability to interpret and apply pertinent Fed ral and Yowa laws, regulations, rules, cage la licies and_procedures pertinent
to special education. Ability to represent the Bureu, both within aud outsids the Department and fo gain support for the Departments
progtam goals. Ability to use sound indgment to identify, analyze, assimilate and comprehend critical elements of given sitnation;
to extracs and interprel implicationy of courses of actlon: assist in finding a solution or aliernative solutions: and assist In resolution
and_impleientation of selection sofution. Ability 1o incorporate Innovations in the field of general and _special education or
discoveries about the learning process to teaching or remediation methods, techniques . strategies and cunviculuni and program
content. Ability to motivate, train, and .work effectively with Federal, SEA. ABA, LEA personnel, parents, yelated agencies and the

general public. Ability to gain the respect and confidence of others and fo_deal effectively with persons representing wide
backgrounds, interest, and points of view. Ability to make elear, Jogical and coneise presentations, orally and in writing,

CF §52:0004 R 08 : 7 Pagez




17

18.

tdentify the most critical compstencies required to porform the job dutles of this position as described In ltem 10. Competencivs are
observable and measurable knowledge, abilitles, skils and bohavior that must be applied fo achlave resulls alignad with the goals of the
organizafian. Refer to Chapler 5 of the Applicant Screening Manual or the Stafe of fowa Compefoncy Guide for more information about

competencies.

1, Knowledge of lepisiation, program models, research and issues and irends in the avea of secondary frapsition, including Indicators
B13 and Bi4, 2. Ability to interpret and apply pertinent Federal and _Jowa laws, regulations, mules, case law, policies and
procedures pestinent o special education, 3. Abikity touse sound judgment fo identify, analyze, assimilate and_comprehend critical

elements of piven sitvation: o extract and interpret implications of courses of aofion; assist i inding a_solntion or alternative
i ., Ability to incorporate innovations in the field of

gnergi and_speoial education or discoverles about the leaming process to teaching or vemediation methods, technigues , strategies

and _curriculum_and program content, 5. Ability to gain the respeet and confidepce of others and to deal effectively with peysons
representing wide backevounds, inerest, and points of view.

If this position Is non-supervisory, Is it consldered fo be confldentlaily or manageﬁally axempt from collective bargaining?
Yes [} No L] (f Yes, complete the Bargaining Exemption Questionnalre form (GFN 552-0831) and atlach It with this PDQ.}

Supervisor Comments and Signature

18.

Mﬁuppoﬁ; Refuest {7 Do ot Support Reguest
Gomments (If applicable): |
o ﬁ
S!gned-{%ﬁ%;‘/‘% v &];3/13
= (SupenvIsoT. e {Date}

Abpoinﬁng Authority Comments and Signature

{1 Support Request [1 Do Not Suppori Requost

Comments {if applicable):

ey

AN
Slgned ()\_“b'w c}é@w | 2. (213
N {Appalnfing Authority} {Dalo)
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