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Position Title:       PCN:       

Department/School: 
      

 

Location/

Address: 
      

Reports to(Title 

only): 
      

Work 

Hours 
      am      to           pm 

Salary/Position 

Category: 
 Non-Certified Administrator       Certified Administrator       Non-Exempt Hourly       Teacher 

Class Title/ DBM 

(to be completed by 

HR) 

      
Position # 

of days 
      

Travel Required       FLSA 

Status 

  Exempt 

  Non-exempt 

Job Description 

JOB PURPOSE/REASON: 

      

 

 

 

REQUIRED QUALIFICATIONS: 

EDUCATION:    High School Diploma or Equivalent         Associate’s Degree      Bachelor’s Degree 

                                Master’s Degree           Other       

                       

EXPERIENCE & TRAINING: 
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LICENSING/CERTIFICATION: 

      

 

 

OTHER SKILLS/REQUIREMENTS: 

      

 

 

 

 

PREFERRED QUALIFICATIONS: 

      

 

 

SUPERVISION RESPONSIBILITY (IF APPLICABLE): 

 

Direct Reports:      ___ # of non-exempt/classified          ___ # of exempt/administrators/teachers 

Indirect Reports:   ___ # of non-exempt/classified          ___ # of exempt/administrators/teachers 

 

PRIMARY POSITION RESPONSIBILITIES: 
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PRIMARY POSITION RESPONSIBILITIES, CONTINUED: 

      

 

 

 

 

 

 

 

 

 

SECONDARY POSITION RESPONSIBILITIES 

      

 

 

 

 

 

 

 

PHYSICAL/MENTAL REQUIREMENTS: 

      

 

 

 

 

 

 

NOTE: The above is intended to describe the general content of and requirements for the performance of this job.  It is not to be 

construed as an exhaustive statement of essential functions, responsibilities or requirements.  This job description must not be 

misconstrued as a promise of employment, nor deemed as an employment contract. 

Department Head  Date  

Associate/Chief/Executive 

Director 

 Date  

Superintendent (if applicable)  Date  

Human Resources  Date  

 


	Position Title: Teacher Effectiveness Specialist
	PCN: 12410014
	DepartmentSchool: Office of Educator Effectiveness & Leadership Development
	Location Address: 75 Calhoun Street
Charleston, SC 29401
	Reports toTitle only: Director of OEELD
	NonCertified Administrator: Off
	Certified Administrator: On
	NonExempt Hourly: Off
	Teacher: Off
	NonCertified Administrator Certified Administrator NonExempt Hourly TeacherClass Title DBM to be completed by HR: C45
	Position  of days: 222-day
	NonCertified Administrator Certified Administrator NonExempt Hourly TeacherTravel Required: Routine local travel and occasional state travel
	undefined: On
	undefined_2: Off
	High School Diploma or Equivalent: Off
	Associates Degree: Off
	Bachelors Degree: On
	Masters Degree: Off
	Other: Off
	LICENSINGCERTIFICATION OTHER SKILLSREQUIREMENTS PREFERRED QUALIFICATIONS SUPERVISION RESPONSIBILITY IF APPLICABLE Direct Reports  of nonexemptclassified  of exemptadministratorsteachers Indirect Reports  of nonexemptclassified  of exemptadministratorsteachers PRIMARY POSITION RESPONSIBILITIES: • Assists with the efficient and effective operation of the ADEPT program for the mentoring and evaluation of teachers; 
• Spends most time in schools assisting the administration with formative and summative evaluation procedures;
• Ensures the formative and/or summative evaluation processes are effectively implemented in CCSD;
• Serves as chairperson for each "highly consequential" evaluation teams and completes the necessary documentation; serves as a member of summative evaluation teams;
• Assists in selecting, assigning, and evaluating school-based mentors;
• Conferences and/or counsels with teachers, principals, and other administrators regarding formative and/or summative evaluation process;
• Assists in developing materials to be used for all ADEPT-related programs, including, but not limited to, planning and conducting orientations, training programs for the induction and mentoring program (TIPS), ADEPT Evaluation Systems, and other relevant programs;
• Provides diagnostic feedback and/or remediation to educators. Plans, implements, and documents individual remediation plans;
• Plans and conducts professional development for teachers, including, but not limited to, evaluation orientations, SCTS 4.0 workshops, induction workshops and seminars, mentor training, and remediation sessions for identified teachers; 
• Plans and conducts professional development for administrators regarding formative and summative evaluation and support;
• Maintains current knowledge of best practices in area(s) of responsibility(ies) and advises appropriate personnel accordingly; 
• Collects data and analyzes information for report generation: analyzes impact of programs and makes recommendations for revisions and/or modifications;
• Collaborates with local colleges, universities, and state organizations with regard to teacher preparation and retention; 
• Maintains awareness of current trends in teacher preparation programs, evaluation, support and retention;
Works collaboratively with stakeholders to identify quality teaching;
• Assists in various teacher recruitment and retention activities;
• Uses evidence-based mentoring and coaching to provide formative assessment and facilitate professional growth of teachers; 
• Provides school-based rater reliability training; 
• Works with other district staff to ensure all observation tools are crosswalked for alignment with the district’s Classroom Walkthrough Tool (CWT);and 
• Proactively communicates with administrators and teachers. 
	Department Head: Gayle Morris
	Date: 8/18/25
	AssociateChiefExecutive Director: 
	Date_2: 
	Superintendent if applicable: 
	Date_3: 
	Human Resources: 
	Date_4: Revised 09.29.23
	Job Purpose: To enable OEELD to work effectively and collaboratively with all stakeholders to positively impact teacher effectiveness, teacher retention, and student achievement.
	L/C: SC Department of Education Teaching Certification in an elementary, middle level certification, secondary certification, or K-12 certification.
	other skills: Ability to communicate effectively with district staff, government agencies, and all other groups involved in the activities of the job;
ability to complete, process, and maintain all required records and reports; knowledge of computer applications to include Microsoft
Office Suite; excellent organizational skills and the ability to multi-task
	Preferred Qualifications: Master’s Degree;
Current SCTS 4.0 Evaluator and SC Mentor Training; Cognitive and/or Blended Coaching Training;
Experience serving as an SCTS 4.0 evaluator, mentor, and/or cooperative teacher for a college/university; and
Experience developing and leading adult learning and/or professional development.
	Primary Cont'd: • Supports teachers with varying bell schedule planning and instruction.
• Supports teachers with college and career readiness planning for students.
• Develops and supports secondary teachers with management plans, advancing professional development, and providing feedback.
• TES will be supporting the administration of secondary schools with all evaluation needs. 



	Secondary: Performs other related duties as required. 
	Physical: Physical demands are restricted to general office activities requiring movement/lifting items weighing up to 35 lbs;  Requires ability to work under a degree of stress related to duties that require considerable attention and meeting deadlines; and Duties of the job require frequent use of computer and related equipment. 
	Exp/Training: 5 or more years successful teaching experience, with at least 3 years in an elementary, middle and/or high school setting
	Text12: 8:00
	Text13: 0
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