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CODE 

NUMBER 
POSITION TITLE/ 

JOB TITLE (S) 
 

DEFINITION 
PROGRAM ADMINISTRATION STAFF 

501 Program or Site Director An individual responsible for the overall direct administration 
of: 1) a specific program type that operates at more than one 
site; or 2) multiple program types at a single site; or 3) a 
specific program type at a single site. 

 
502 

Assistant Program or 
Assistant Site Director 

Assists either the Program Director or the Site Director in the 
direct administration of a specific program type. Job title may 
include: Assistant Education Director. 

505 Office Worker (Program 
Administration) 

Responsible for record-keeping, billing, correspondence and 
general office duties. Job titles may include Bookkeeper, Clerk, 
Receptionist, Secretary and Typist. 

506 Accountant 
(Program Administration) 

Responsible for the establishment and maintenance of the 
program’s systematic fiscal transactions for the agency. This 
position title does not include consultants. 

509 Marketing (Program 
Administration) 
(Does not apply to SED) 

An individual responsible for promoting the program's services 
for the primary purpose of increasing facility utilization. 

510 Program 
Research/Evaluation 
(Does not apply to SED) 

Responsible for conducting ongoing evaluation or research. 

511 CSE/CPSE Chairperson 
(SED Only) 

A certified or licensed individual in one of the job titles below 
who serves as the chairperson of the Committee on Special 
Education (CSE) or Committee on Preschool Special Education 
(CPSE). Individuals must be qualified to provide or supervise 
special education and be knowledgeable about the general 
education curriculum and the availability of special education 
resources. 
Job Titles: Certified Special Education Provider (e.g., teacher 
or related service provider), Certified School Psychologist, 
Licensed Psychologist, Certified Administrator. 

513 Supervisor - Social 
Services 
(SED Only) 

Staff who directly supervise or assist in the supervision of the 
provision of Clinical Services, Social Services, or Educational 
Related Services. May also include Supervising Teacher, Head 
Teacher. 

514 Principal of School 
(SED Only) 

Self-explanatory. 

515 Assistant Principal 
(SED Only) 

Self-explanatory. 

516 Coordinator/Education 
Department Head 
(SED Only) 

Self-explanatory. Job titles may include: Program Specialist, 
Director of Program Development, Program 
Coordinator/Manager. 
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518 Supervising Teacher 

(SED Only) 
Provides for direct supervision of teachers. 
Certified administrator or supervisor of special education 
programs if serving more than 50 percent of his or her 
assignment in such capacity. Pursuant to Part 80 of the 
Regulations of the Commissioner of Education, a school 
administrator and supervisor serving greater than 25% (10 
periods/week) of his or her assignment in any administrative or 
supervisory position must have valid administrative 
certification. 

520 Staff Training (Program 
Administration) 

An individual responsible for the training of program staff. 
(OPWDD and SED: Use Code 347). 

521 Utilization 
Review/Quality 
Assurance (Program 
Administration) 

An individual responsible for monitoring the adequacy and/or 
appropriateness of program participant services and for 
compliance with all applicable federal, state and local laws, 
regulations and policies. (OPWDD: Use Code 349) 

590 Other Program 
Administration Staff 

Any program administration staff not listed in the 500 series. 
Job title may include: Supported Employment Coordinator. 

 


