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DEPARTMENT OF EDUCATION

PUBLIC SERVICE MANGER II – EDUCATION TEAM COORDINATOR
Educator Certification
Code: MQ30
Pay Grade:  30 - $50,960.00 - $77,126.40 annually
OPEN FOR RECRUITMENT:  November 20, 2014 – December 5, 2014
JOB DESCRIPTION

This is professional services work planning, coordinating and overseeing the credentialing of educators, administrators and others who work in Maine schools.  The position develops and implements credentialing program goals, objectives and work activities; supervises, advises and assists professional and support staff in responding to and evaluating applications for credentials and in collecting, recording and reporting revenue; and advises and works with the Commissioner, Department staff, the State Board of Education and the Legislature’s Education Committee on policy issues relating to certification and other credentials. The position works with higher education institutions on program approval and course approval, and works with other states on reciprocity agreements.
REPRESENTATIVE TASKS (Assignments include but are not limited to the following):

· Developing and implementing certification program goals, objectives and work activities to ensure effective, efficient, and standardized program operations in alignment with the Department’s mission.

· Providing leadership to and conferring with team members to exchange information, explain administrative and program goals, objectives and policies; and to identify and resolve problems. 

· Supervising, advising and assisting in the evaluation of certification application packages; issuance or denial of certificates, renewals, authorizations, and approvals; and proving assistance to clients. 

· Determining criminal history record check approval; and recommending sanctions based on criminal records.

· Determining eligibility for a waiver to be employed in a Maine school and conditions under which a waiver is issued.

· Interpreting all rules and laws pertaining to the certification, authorization and approvals of individuals working in schools.

· Advising and working with other Department staff on issues related to certification.  Participating in and contributing to departmental efforts related to the broad range of educator effectiveness issues, including educator preparation, mentoring, evaluation and professional development.  

· Determining office work flow, job responsibilities and work schedules for all certification positions; evaluating the work of and providing performance evaluations for supervised staff. 

· Representing the Department on matters related to educator certification and working with and advising State organizations, committees and colleges; national organizations; and with other State agencies as needed.

· Working with and making recommendations to the State Board of Education or the Education Committee of the Legislature regarding certification issues/laws/rules. 

· Supervising, advising and assisting in the collection and recording of revenue; approving and recording correspondence. 

KNOWLEDGE, SKILLS AND ABILITIES REQUIRED (These are among the requirements to successfully perform the work assigned):

· Knowledge of policy positions and educational initiatives of the Department and the Governor.

· Knowledge of continuous improvement principles, processes and practices.

· Knowledge of and ability to interpret rules and regulations related to educator certification.

· Knowledge of Maine’s certification authorization and approval processes.

· Knowledge of and ability to explain certification requirements and regulations to Department staff, local school districts, and the public.

· Knowledge and experience in analyzing, interpreting, and applying data to inform educator certification approval processes.

· Ability to develop and implement certification program goals, objectives and work activities to ensure effective, standardized program operations.

· Ability to represent the Department in the area of educator certification.

· Ability to lead, direct and supervise professional staff, set performance-based objectives for staff and evaluate results.

· Ability to coordinate and implement educator certification policies.

· Ability to maintain confidentiality and use discretion and judgment in dispensing information.

· Ability to communicate effectively, both orally and in writing.

· Ability to establish and maintain effective working relationships; facilitate group dynamics; use exemplary interpersonal skills; and provide leadership within a collaborative team.

· Ability to coordinate and manage a high volume of work in a timely manner; organize and prioritize work; make effective decisions;  and demonstrate the flexibility needed when emerging challenges require a quick and effective response.

· Ability to use all current office technologies.

MINIMUM QUALIFICATIONS

To qualify, candidates must have a ten (10) year combination of education, training, and/or professional experience as an education practitioner and/or education administrator.  Preference will be given to an applicant with three (3) years or more of professional level experience in educator certification. 

BENEFITS
The value of State’s share of Employee’s Retirement:   21.17% for Confidential Positions.   The value of State-paid Dental Insurance:  $13.13 biweekly.  The value* of State-paid Health Insurance:
Level 1:  100% State Contribution (employee pays nothing):  $375.10 biweekly

Level 2:  95% State Contribution (employee pays 5%):  $356.35 biweekly

Level 3:  90% State Contribution (employee pays 10%):  $337.59 biweekly

Level 4:  85% State Contribution (employee pays 15%):  $318.84 biweekly

*The level of the actual value of state paid Health Insurance will be based on the employee’s wage rate and status with regard to the health credit premium program.
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HOW TO APPLY:


Please submit a cover letter, resume’, and Direct Hire Application. This job posting and a Direct Hire application can be found on our website: � HYPERLINK "http://www.maine.gov/fps/opportunities/" �http://www.maine.gov/fps/opportunities/�


APPLICATIONS MUST BE RECEIVED OR POSTMARKED BY:





Friday, December 5, 2014





MAIL APPLICATIONS TO:





Tammy Sturtevant, HR Generalist


General Gov. Service Center


74 State House Station


Augusta, Maine 04332-0074


207-624-7418 (T)


207-287-4032 (F)





EMAIL APPLICATIONS TO:


� HYPERLINK "mailto:dafsdirecthire@maine.gov" �dafsdirecthire@maine.gov�

















Maine State Government is an Equal Opportunity/Affirmative Action Employer. 
We provide reasonable accommodations to qualified individuals with disabilities upon request.
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