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SPECIAL/ADDITIONAL REQUIREMENTS AND DESIRABLE QUALIFICATIONS

PERSONAL CONTACTS

EMPLOYEE ACKNOWLEDGEMENT
I have read and understand the duties and requirements listed above, and I am able to perform these duties with or 
without an accommodation. (If you believe an accommodation may be necessary, or if unsure of a need for an 
accommodation, inform the hiring supervisor or the Accommodations Coordinator at Accommodations@cde.ca.gov.) 

EMPLOYEE NAME EMPLOYEE SIGNATURE DATE

MANAGER/SUPERVISOR ACKNOWLEDGEMENT
I certify this duty statement represents a current and accurate description of the essential functions of the position. I have 
discussed the duties of this position with the employee and provided the employee a copy of this duty statement.

MANAGER/SUPERVISOR NAME MANAGER/SUPERVISOR SIGNATURE DATE

HRD C&P ANALYST HRD APPROVAL DATE EFFECTIVE DATE DATE UPLOADED

This form will be kept in the employee's Official Personnel File.

Original - Classifications & Pay Office Copies - Employee and Supervisor
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	CDESeal: 
	: 
	PRLogNum: 
	Classifications: Supervising Counsleor, School for the Deaf
	WorkingTitle: Cottage Supervisor 
	Branch: State Special Schools Services Div
	Division: California School for the Deaf, River
	Office: 
	CBID: S20
	WWG: 2
	PCN: 
	PositionNumber: 
	City: Riverside
	Probation: 12 Months
	Tenure: Permament
	TimeBase: Full-Time
	Bilingual: Yes
	Telework: Not eligible for Telework
	SafetySensitive: Yes
	ConflictofInterest: Yes
	GeneralDuties: Functions as the first supervisory level in the Counselor series. Under general direction, works as a shift supervisor over counselor or night attendant staff who provides residential care services to students outside of school hours. Works with subordinate staff to plan and conduct recreational, academic support, and social activities to meet identified individual student and programmatic needs. Reports directly to a Supervisor of Residence Programs and or Staff Services Manager I
	ConductExp: All employees are expected to work cooperatively with others, maintain regular, consistent, predictable attendance, and possess integrity, initiative, dependability and good judgment.
	SupervisorRec: Supervisor of Residence Programs and or Staff Services Manager 1- Assistant Director
	SupervisorEx: Supervising Counselor exercises direct supervisor responsibility of incumbents over counselor staff, night attendants, and permanent intermittent who provide residential care serviced to students. 
	WorkingConditions: - Be accountable for the general supervision, care, and safety of an assigned group of students when in the dormitory, for the general operation of the program as it relates to the students, and to remain on duty during emergency situations.  - On occasions, drive an van or ride a bus to off campus events, emergencies, activities, and etc. 
	TimeRequired1: 35
	Duties1: - Provides leadership to the dormitory counselors, night attendants and other subordinates to develop, implement, and     monitor all student development programs which support students’ social, physical, intellectual, communication, and     emotional development. - Develop, implement, maintain, and evaluate the program a staff is responsible for.- Receive final approval from supervisors before implementing programming plan.- Wear State issued ID badge while on duty or while on campus.- preparing or supervising the preparation of written schedules, activity plans, and student behavior management   programs; supervising, training, and providing guidance and expertise to staff- contacting parents regarding the more difficult student behavior problems and coordinating other services to students      and parents- participating in in the development of individual student development plans with academic and other school professional staff - Handles disciplinary issues for both students and staff
	TimeRequired2: 25
	Duties2: - Ensure the staff receive updated residential life policies.- Ensure the staff receive handbook which comprises school policies, residential life policies, and expectation for staff.- Evaluate subordinate’s job performance and schedule meetings to review their performance.- Ensure that all personnel-related documentation are completed prior to deadlines. - Participate as a team member in recruitment/interview of potential candidates for residential life program.- Acts as the liaison between dormitory area and Human Resources for personnel-related issues.- Conducts thorough and routine observations of all subordinate staff to ensure job duties and performance    expectations are being followed. - Understands and adheres to the “Procedures for Communicating Students Issues Among Staff” document. - Understands and adheres to the “Interviewing Students and Documentation Guidelines”.- ensuring back-up support for Counselors in activities or in controlling student behavior; and working as a night shift supervisor over Night Attendants
	TimeRequired3: 20
	Duties3: - Information sharing with parents of after school programs that are available to students.- Changes in programming plan- Incident reports; concerns; permissions; and any other information which requires parents’ notification. - Establish regular scheduled meetings with dormitory counselors from within area; inter-dormitory meetings; and/or   dormitory area meeting.- Communicate with supervisors from other departments to address various issues and to resolve any conflicts.- Make recommendations regarding school policies and procedures.-Extend the availability of after school programs to day students.-Acts as the liaison between dormitory area and Accounting office. Maintain and handles records for depositing and withdrawing funds from cottage accounts. 
	TimeRequired4: 10
	Duties4: - Participate as a team member in conducting in-service training for residential life staff- Establish/maintain in-service training with dormitory counselors and night attendants in area of staff management and   personnel-related matters.- Train and review dormitory counselors and night attendants on incident reports and other important forms
	TimeRequired5: 10
	Duties5: - Develop and recommend area’s budget to SRP and or Staff Services Manager I for approval- Oversee linen inventory and submit request for ordering new/replacements- Maintain the inventory on furniture, equipment, and materials; and as needed, requesting for replacing them and or   removal Direct and monitor staff to complete duties, for example, but not limited to: -Decorating themed after school program events, transporting students to the hospital, decorate and maintain current information on the bulletin boards, keeping office and all cottage areas clean and organized, fundraising planning, shopping for items for the cottage needs, assisting with the student store and student activity center, communicate with the cafeteria personnel; requesting meals and canceling meals due to events, distributing medication from the infirmary to students while on a trip.
	TimeRequired6: 
	Duties6: 
	AdditionalReq: - Maintain an awareness of the physical, emotional, and educational needs of the students under   their care. Be proficient in the use of American Sign Language and to use these skills while on duty in accordance with the school’s Communication Policy.- Understands and adheres to all policies and procedures related to mandated reporting of suspected child abuse and dependent adult abuse. - Represent the CSDR, with intelligence and decorum when dealing with students, staff, parents and the public. Adopt a team attitude toward co-workers, and work for the mutual interests of the students and the program.
	PersonalContacts: The incumbent will have contact with all levels of staff, students, parents, law enforcement, emergency personnel, and outside community members. 
	EmployeeName: 
	EmployeeSignature: 
	EmployeeSignatureDate: 
	ManagerSupervisorName: 
	ManagerSupervisorSignature: 
	ManagerSupervisorSignatureDate: 
	CPAnalyst: 
	HRDApprovalDate: 
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