
CLOVIS MUNICIPAL SCHOOLS 
JOB DESCRIPTION 

 
 

Position:      Special Education Transition Specialist 
 

Supervisor:     Director of Student Support Services 
 
General Job Description:  The staff member will develop and implement transition programs focused on the 

social, intellectual, and vocational growth of CMS Special Education students. 
 
Essential Duties and Responsibilities: 
 

1. Coordinate activities in the school-to-work program. 
2. Serve as a district liaison with area businesses, advisory groups, and agencies to encourage the further 

development of school-to-work opportunities. 
3. Develop and implement a comprehensive system to coordinate school-to-work opportunities. 
4. Develop and manage grant proposals to fund career, vocational, and technical education. 
5. Coordinate bringing the workplace into the classroom to provide a meaningful context for learning in 

all subject areas. 
6. Coordinate bringing the classroom into the workplace and provide actual job training, workplace 

mentoring, and work experiences relevant to the students’ career interests. 
7. Develop ways to link secondary and post-secondary education and new approaches to integrate 

business with all levels of education. 
8. Provide information to parents regarding service options. 

 9. Engage in professional readings for current best practice. 
10. Maintain the flow of communication between agencies and central office.  
11. Comply with all School Board Policies and administrative regulations. 
12. Assume other tasks as may be deemed appropriate and necessary by the immediate supervisor and/or 

Superintendent. 
 

Qualifications: 
 

1. Master’s Degree. 
2. Valid New Mexico license with the New Mexico State Department of Education as a special education 

teacher, administrator, or related areas. 
3. Training and/or experience in teaching, counseling, school-to-work initiatives, administration or other 

related areas. 
4. Such alternatives to the above qualifications the Superintendent may find appropriate and acceptable. 

 
Physical Requirements: 
 
 Sitting, standing, lifting and carrying (up to 50 pounds), reaching, squatting, climbing stairs, kneeling, 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 multimedia equipment including current 

technology.  Computer, keyboard, typewriter, calculator, telephone, and other equipment appropriate for this 
position. 

 



Work Environment: 
 
 Must be able to work within various degrees of noise, temperature, and air quality.  Interruptions of work are 

routine.  Flexibility, creativity, and patience are required.  Must be self-motivated and able to complete job 
assignment without direct supervision.  After hour work may be required.  May make site or home visits when 
needed and appropriate.  Employee to be alert, decision maker, able to juggle multiple tasks and meet deadlines, 
get along with co-workers/supervisors, and able to interact with the public for a sustained period of time.  Must 
be able to work under stressful conditions. 
 

Terms of Employment: 
 

Salary and work year to be established by the Board.           
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