(Charleston @%Mﬁg
SCHOOL DISTRICT

Position Title: Project Officer (SERVES) PCN: TBD
. | Student Support Services Location/  |721 wappoo Rd.

DRI el Address: [ Charleston, SC 29407
Reports to(Title Executive Director, Student Support Services Work 8:00 4:30

. 0 am to # pm
only): Hours
?;;I; ;}g/rP;)_SItlon ] Non-Certified Administrator  [M Certified Administrator ~ [_] Non-Exempt Hourly ~ [] Teacher
Position type/ Grade .

yp C52 Position# | 240 Days

(to be completed by of days
HR)
Travel Required Willing to travel to schools served by the SBMH grant, FLSA (] Exempt

partner locations, and local or national conferences and PD. | Status ] Non-exempt

Job Description

JOB PURPOSE/REASON:

The person in this position will be responsible for overseeing implementation of Charleston SERVES, a four year project funded by a
School-Based Mental Health Services grant, across seven target schools.

REQUIRED QUALIFICATIONS:
EDUCATION: [ ] High School Diploma or Equivalent  [] Associate’s Degree [ ] Bachelor’s Degree
(W] Master’s Degree [ ] Other

EXPERIENCE & TRAINING:
1. Master's Degree plus 30 Graduate Hours (Specialist Degree);

2. Five (5)+ years of clinical and/or school experience (includes school psychology internship); and

3. Experience in project and/or grant management.

HR Form, Revised 7/1/2025



(Charleston @&mﬁg
SCHOOL DISTRICT

LICENSING/CERTIFICATION:

Certified to work in a South Carolina school district by the South Carolina Department of Education or eligible or certified in another
state and eligible for SC certification.

OTHER SKILLS/REQUIREMENTS:

1. Strong communication and collaboration skills;

2. Presentation skills;

3. Data management skills; and

4. Computer skills: Microsoft Office suite, Google suite.

PREFERRED QUALIFICATIONS:

SUPERVISION RESPONSIBILITY (IF APPLICABLE):

Direct Reports: 1 # of non-exempt/classified _5 # of exempt/administrators/teachers
Indirect Reports: 0 # of non-exempt/classified _0__# of exempt/administrators/teachers

PRIMARY POSITION RESPONSIBILITIES:

1. Oversee implementation of the SBMH grant by guiding project management and overall program direction;

2. Launch and lead the grant Advisory Council and Management Team;
3. Supervise five grant-funded school psychologists and one part-time grant bookkeeper;

4. With support from the Co-Project Advisors and Management Team, launch and oversee the school psychologist mentoring program
and mentor certification program;

5. Develop micro-credentials for school psychologists;
6. Lead monthly professional learning communities (PLCs) for school psychologists;

7. Provide seven needs-based professional development sessions per year and complete the CEU approval process to ensure that
sessions are approved by the South Carolina Department of Education as continuing education units;

8. Work with the Management Team, CCSD Human Resources, and partners to launch the expanded SBMH provider recruitment plan;
9. With support from the Co-Project Advisors, interview, select and place school psychology graduate interns;

10. Manage and approve project expenditures: ensure purchasing of necessary supplies, with the help form grant bookkeeper;

11. Collaborate with the evaluation team on data collection and completion of required reports;

12. Ensure collaboration and coordination with other related federal, state, local and district initiatives;

13. Serve as primary contact to the grant funder (U.S. Department of Education), submit reports, and respond to requests;
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PRIMARY POSITION RESPONSIBILITIES, CONTINUED:

14. Maintain open communication and coordination with community partners; and

15. Lead sustainability planning for the grant project.

SECONDARY POSITION RESPONSIBILITIES

1. Provide direct support/services to schools served by the SBMH grant;

2. Attend the annual SBMH Grantee Meeting and relevant conferences; and

3. Job admin responsibilities: travel, documentation of supports, paperwork, employment requirements, etc.

PHYSICAL/MENTAL REQUIREMENTS:

Ability to perform job duties under stressful situations such as timelines.

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 Lisa Allison Date 1/6/2026
A_ssociate/Chief/Executive Michelle Simmons Date 1/6/2026
Director

Superintendent (if applicable) Date

Human Resources Date
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