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Work with schools to develop several different methods of soliciting reports on bullying from the school 
community.  �(  
 
Develop resources to focus on prevention activities with populations at high risk of bulling; ensure that victims of 
bullying receive appropriate counseling and support.  �(  
 
Write grants, oversee a budget related to bullying prevention, and assist with the preparation of the department’s 
annual budget; analyze and review budgetary and financial data; monitor and authorize expenditures in accordance 
with established guidelines.  �(  
 
Lead and work with school improvement initiatives that close student achievement gaps between racial, ethnic, and 
economic groups by working with all of the diverse communities.  �(  
 
Direct the preparation and maintenance of a variety of narrative and statistical reports, records, correspondence, and 
files related to assigned services, activities, and operations; operate a computer.  �(  
 
Communicate and collaborate with other administrators, district personnel, outside organizations, and the school 
community to coordinate activities and programs, resolve issues and conflicts, and exchange information; model 
district standards of ethics and professionalism.  �(  
 
Supervise, evaluate, and hold accountable the performance and professionalism of assigned staff; interview and select 
employees, and recommend transfers, reassignments, terminations, and disciplinary actions; plan, coordinate, and 
arrange for appropriate training of assigned staff.  �(  
 
Perform related duties as assigned. 
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Any combination equivalent to: bachelor's degree, and two years of increasingly responsible experience in an 
administrative or supervisory position with a background in providing support to students, training, prevention and 
intervention. Advanced degrees are preferred. 
 
Must possess an understanding of current issues facings schools, behavior management, anti-bullying work, child 
protection (including abuse), and personal and social development of children. 
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Valid California driver’s license; provide personal automobile and proof of insurance. Administrative Services 
Credential and/or Pupil Personnel Services Credential preferred. 
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KNOWLEDGE OF: 
Bullying prevention programs. 
Planning, organization, and coordination of the assigned programs. 
Resources to focus on prevention activities with populations at high risk of bulling. 
Methods of soliciting reports on bullying. 
District organization, operations, policies, and objectives. 
Grant writing, and budget preparation and control. 
Applicable laws, codes, regulations, policies, and procedures related to assigned duties. 
Interpersonal skills using tact, patience, and courtesy. 
Effective oral and written communication skills. 
Principles and practices of management, supervision, and training. 
Evaluation approaches, strategies, and techniques. 
Operation of a computer and related software. 
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ABILITY TO: 
Develop training modules for administrators and staff. 


