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JOB DESCRIPTION

TITLE MANAGER, CERTIFICATION

QUALIFICATIONS

To perform this job successfully, an individual must be able to perform each essential duty
satisfactorily. The requirements listed below are representative of the knowledge, skill,
and/or ability required. Reasonable accommodations may be made to enable individuals
with disabilities to perform the essential functions.

Education/ Bachelor’s degree from four-year college; or five years related

Experience experience and/or training; or equivalent combination of education,
training and experience which provides the required knowledge,
skills and abilities for this position. Basic computer skills required
(e.g., ability to use e-mail).

Language Skills Ability to read, analyze and interpret Department of Education, rules
and regulations, college transcripts and course outlines, and other
documents related to teacher certification. Ability to respond to and
resolve common inquiries or complaints from administrators,
professional staff, regulatory agencies, or members of the
community. Ability to write letters, memoranda, and reports that
conform to prescribed style and format. Ability to effectively present
information to top management, staff and/or public groups.

Mathematical Skills Ability to calculate figures and amounts such as proportions,
percentages and salary calculations.

Certificate/License N/A

Reasoning Ability Ability to define problems, collect data, establish facts, and draw
valid conclusions. Ability to interpret an extensive variety of
technical instructions in mathematical or diagram form, and deal with
several abstract and concrete variables.

Physical Demands The physical demands described here are representative of those that
must be met by an employee to successfully perform the essential
functions of this job. Reasonable accommodations may be made to
enable individuals with disabilities to perform the essential functions.
While performing the duties of this job, the employee is regularly
required to sit and talk or hear. The employee is occasionally
required to stand; walk; use hands to finger, handle, or feel; and reach
with hands and arms. The employee must occasionally lift and/or
move up to 10 pounds. Specific vision abilities required by this job
include close vision, distance vision and ability to adjust focus. The



employee shall remain free of any alcohol or non-prescribed
controlled substance in the workplace throughout his/her employment
by the District.

Work Environment The work environment characteristics described here are

representative of those an employee encounters while performing the
essential functions of this job. Reasonable accommodations may be
made to enable individuals with disabilities to perform the essential
functions. The noise level in the work environment is usually quiet.

REPORTS TO Coordinator, Staffing & Retention

GENERAL RESPONSIBILITIES

1.

2.

Interviews, examines, and evaluates qualifications of certified personnel using District
and State certification guidelines and procedures.

Supervises assigned Human Resource staff.

SPECIFIC RESPONSIBILITIES

1.

9.

Processes new instructional personnel for employment by analyzing instructional
certification requirements and verifying employment eligibility.

Supervises the preparation of the instructional portions of the Board packet.
Assists with the issuance of administrative and instructional contracts.

Ensures compliance with state laws regarding out-of-field instructors by preparing out-
of-field reports and monitoring instructors’ out-of—field status.

Processes applications for District and State certification by determining applicant’s
eligibility and compliance for certifications/licenses; supervises the issuance of State
renewal certificates and District certificates.

Supervises maintenance of instructional certification records, contracts, testing and
certification requirements.

Prepares special reports by collecting, analyzing, and summarizing information and
trends.

Schedules and provides certification training to employees; participates on assigned
committees, and conducts orientation training and workshops.

Counsels individuals regarding compliance with State and District certification rules.

10. Acts as the District’s certification liaison with the Florida Department of Education

(DOE).



11. Coordinates the completion of all DOE forms required for the issuance of a certificate.
12. Supervises the collection and distribution of certification fees.
13. Provides certification information at new hire meetings.

14. Maintains human resource records by developing and supervising filing and
documentation systems; insures confidentiality.

15. Performs other duties as assigned.
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