
CLOVIS MUNICIPAL SCHOOLS JOB DESCRIPTION 
 

Position: Compliance Specialist 
Supervisor:  Director of Student Support Services  
 
General Job Description:  
To serve as a monitor for general compliance for special education paperwork and 
assistant to the Director of Student Support and his/her responsibilities.  
 
Essential Duties and Responsibilities:  
1. Review completed IEP paperwork for general compliance. 
2. Work collaboratively with other school districts to request records for special 
education students transferring into the district.  
3.  Work collaboratively with community agencies and parents/guardians to request 
records for special education students or students in the Child Find Process. 
4. Work collaboratively with colleagues to ensure seamless processing of paperwork. 
5. Maintain web-based special education program.  

a. Assign IEP access to staff.   
b. Assign reports to evaluation staff for testing.  
c. Update caseloads for teachers and other staff to reflect class lists.  

6. Review files regularly to ensure that final copies of IEPs are in the official file. 
7.  Serve as the assistant to the Director of Student Support. 
8.  Maintain inventory list for the Student Support Center. 
9.  Place work orders for building upkeep. 
10. Communicate with liaisons, teachers, ancillary service providers, parents, school 
nurses and other staff pertaining to placement and treatment of students.  
11. Handle information that is confidential regarding personnel and labor relations issues.  
12. Embrace and encourage the acceptance of diversity.  
13. Use effective people skills to communicate.  
14. Demonstrate an understanding of the dynamics of the educational organization.  
15. Manage the resources for which he/she is responsible including personnel, finances, 
facilities, programs and time.  
16. Maintain a familiarity with current educational issues through a process of ongoing 
personal development. 
 
 
Additional Duties and Responsibilities: 

1. Take parent complaints. 
2. Perform receptionist duties as needed. 
3. Attend assigned district meetings. 
4. Attend professional development opportunities that relate to the position. 

 
Qualifications:  
1. High school diploma or GED equivalency. Post-secondary studies in secretarial and 
computer technology preferred.  
2. Demonstrated secretarial skills.  



3. Demonstrated skills with office machines and equipment. 
4. Knowledge of and proficiency with computer management.  
5. A minimum of two years experience as a bookkeeper/secretary preferred.  
7.  Basic understanding of Special Education terminology and compliances  
6. Such alternatives to the above qualifications as the Superintendent may find 
appropriate and acceptable.  
 
Physical Requirements: Sitting, standing, lifting and carrying (up to 50 pounds), 
reaching, squatting, climbing stairs, kneeling, fingering or otherwise working with 
fingers, and moving light furniture may be required. Safety and Health: Knowledge of 
universal hygiene precautions.  
 
Equipment/Material Handled: Must know how to properly operate or be willing to 
learn to operate all multimedia equipment including current technology.  
 
Work Environment: Must be able to work within various degrees of noise, temperature, 
and air quality. Interruptions of work are routine. Flexibility and patience are required. 
Must be self-motivated and able to complete job assignment without direct supervision. 
After hour work may be required. Must be able to work under stressful conditions.  
 
Terms of Employment: Salary and work year to be established by the Board. 
 


