
SPECIAL EDUCATION CASE MANAGER 
JOB DESCRIPTION 

Date:  3/15/2007 
 
  
QUALIFICATIONS: 1. Degree in Special Education or a related field. 
 2. Valid Wyoming certification. 
 3. Knowledge of I.D.E.A. and familiarity of the laws, 
    rules and regulations governing education and  
    special education.  

 4. Education and/or experience in computer software, 
hardware, curriculum media, assistive technology, 
education curriculum and media. 

 5. Education and/or experience in working with special  
education and the IEP (Individual Education 
Plan)process. 

 6. A broad knowledge of special education and related 
services. 

 7. Possess group dynamic and interpersonal skills. 
 8. Possess problem solving, imagination, patience, 

reasoning, creativity, judgment, consensus building 
and analytical abilities. 

 9. Possess good organizational and time management 
skills. 

 10. Such alternatives to the above qualifications as 
the District may find appropriate and acceptable. 

 
REPORTS TO:  Coordinator of Special Services  
 
JOB GOAL:      To assist in providing FAPE for students who are 

identified as having a disability by ensuring legal 
requirements (as per I.D.E.A. and Reauthorization of 
1997) are met and accurately documented.  The Case 
Manager will support the use of technology and 
facilitate training for staff in the areas of 
technology as well as facilitate and coordinate 
trainings in other special education areas for both 
staff and parents.   The case manager will assist in 
the assurance of District IEP compliance through the 
use of IEP software and the integration of the IEP 
software and the paperwork process.  

 
PERFORMANCE RESPONSIBILITITES: 
 
1. Appreciates the worth and dignity of each individual and treats 

each one with respect and tolerance. 

2. Ability to work with people in a collaborative, professional and 
positive relationship.   

3. Demonstrates empathy for parents/students and demonstrates the 
ability to work well with people from diverse backgrounds. 

4. Facilitates effective communication during IEP meetings and uses 
effective conflict mediation strategies.  



 

5. Able to articulately provide verbal and written communication.  

6. Able to work competently and comfortably with technology and train 
others in the use of technology, including being current on 
technology trends and the usage of technology in education. 

7. Oversees the implementation and usage of district-wide IEP 
software.  Works closely with technical support staff in the 
maintenance and implementation and operation of equipment and 
software. 

8. Oversees and supports district-wide IEP paperwork.  Works closely 
with Special Services secretary in the organization of and filing 
of special education paperwork in coordination and utilization of 
district-wide IEP software. 

9. Supports staff in the use of special education software and 
hardware and other curricular media.  Gathers input from staff, 
parents/guardians and the Coordinator of Special Services in 
determining and coordinating professional development needs. 

10. Coordinates and leads staff training in the use of technology. 
11. Supports the use of technology throughout the district. 
12. Provides instructional facilitation to special education and 

regular classroom instructors in specialized areas relevant to the 
needs of special needs students.  

13. Coordinates and facilitates appropriate trainings for parents and 
families, teachers and para-educators.   

14. Maintains appropriate confidentiality when entrusted with personal 
information pertaining to students or staff members. 

15. Participates in in-service training programs as requested. 
16. Follows District policies and procedures. 
17. Keeps the Coordinator of Special Services informed about issues 

and problems. 

18. Assists in monitoring to determine if IEP’s are implemented and 
communicates relevant information to the Coordinator of Special 
Services. 

19. Is knowledgeable of tests, assessments, eligibility requirements, 
and reporting methods used in the District. 

20. Knowledge of and being prepared to act in accordance to district 
and school emergency procedures. 

21. Performs such other duties as assigned by the Coordinator of 
Special Services. 

 
TERMS OF EMPLOYMENT: Salary and length of contract according to current 

provisions for certified non-teaching staff members 
as established annually by the Board of Trustees.  
Eligible for benefits as outlined in District’s 
Administrative Regulations/Operational Procedures. 

 
EVALUATION:       Performance of this job will be evaluated annually 

by the Coordinator of Special Services.  
 



 

 


