
JOB DESCRIPTION

POSITION TITLE

Student Disability Specialist – Adaptive Technology
REPORTS TO:

Associate Dean of Students, Director, Academic Support Center 

PRIMARY FUNCTION: 
To promote academic access to St Olaf courses for students with disabilities 

AREAS OF RESPONSIBILITY: 
1. Students with Disabilities: 

a. Conferences

i. Work with eligible students with disabilities to develop a coordinated plan which will offer access to St Olaf courses by arranging for appropriate approved accommodations; 

ii.  Create Accommodation Letters to document and communicate approved accommodations

iii. Work with students to develop or improve academic coping skills and self advocacy skills.  

iv. Work with students to help them recognize academic needs, to identify appropriate academic resources, and to use available academic services. 

b. Records 

i. Maintain, create, and update confidential student files 

ii. Prepare summary data and reports as needed, at a minimum at the end of each academic year. 

iii. Comply with FERPA and ADA requirements in the handling of student records. 

iv. Back up and archive student records and files as needed. 

2. Disability Services: 

a. Note-taking Services 

i. Work with Disability Services Specialist to arrange note-taking and alternative testing services.

b. Adaptive Technology Services 

i. Develop and coordinate procurement of texts in alternate formats (i.e., publisher texts, scanning, RFB&D, Bookshare)

ii. Oversee creation and storage of electronic textbook files in appropriate file formats

iii. Monitor compliance with relevant copyright regulations 

iv. Arrange for provision of access to, and help in the use of, adaptive technology (i.e., Kurzweil, Dragon, Inspiration!)

3. Community Relations (faculty, staff, students) and Professional Development

a. Faculty 

i. Develop and maintain communications with faculty to promote understanding of disabilities and students with disabilities 

ii. Be available to faculty for consultation about appropriate accommodations and the delivery of approved accommodations

iii. Coordinate the delivery of approved disability services as needed

b. Staff

i. Consult and confer as needed with other professional staff (i.e., Dean of Students, Counseling Center professionals, SSS counselors, Residence Life staff, Advising staff) to promote understanding of disabilities and to better serve students

ii. Coordinate with other ASC staff regarding tutoring assignments for SWD

c. Outside St. Olaf

i. Develop relationships and confer as needed with other SDS service providers 

ii. Participate in MnAhead and other professional organizations as necessary and appropriate for continuing education and professional development 

4. ASC office responsibilities 

a. Attend weekly Academic Support Center meetings 

b. Work with Student Disability Services Specialist to combine data and observations and to prepare the Disability Services annual report 

c. Meet with the Academic Support Center Director on a pre-arranged schedule 

d. Work collaboratively with other ASC staff, provide support to other ASC programs as needed, and contribute to the smooth functioning of the office 

SUPERVISORY RESPONSIBILITIES: 
Recruits, hires, trains, and supervises disability assistants and student workers to provide approved disability services 

CONTACTS:
Works daily with students, faculty, and staff 
EDUCATION: 
Essential:
Bachelor’s degree 


Desirable:
Master’s degree in Education, Psychology, Higher Ed Administration, or related field of study 

EXPERIENCE:
Essential:
1-3 years successful teaching experience in the field of education in a secondary or higher education institution



OR 



1-3 years experience working directly with students with disabilities in an educational institution



OR 



15-18 years experience as the parent of a child with disabilities 


Desirable:
3-5 years successful experience working in an educational institution directly with students with disabilities 



OR 



3-5 years successful experience arranging for or providing disability services to students with disabilities 

KNOWLEDGE, SKILLS, ABILITIES: 

· Knowledge of accessibility issues 

· Knowledge of adaptive technology equipment and software (Kurzweil, Dragon Naturally Speaking, Inspiration)

· Knowledge of the provision of disability services 

· Good organizational skills, flexibility to handle unexpected situations, attention to detail, and ability to produce accurate reports 

· Excellent listening and communication skills, ability to work comfortably with diverse populations, and supervisory skills 

· Ability to work collaboratively and independently 

· Handling of confidentiality issues with integrity 

-
Understanding of the church-related, selective, liberal arts college environment 

PHYSICAL DEMANDS:
None 

WORKING ENVIRONMENT:
Normal office environment 

WORK SCHEDULE:
FTE:
.50 (approximately 24 hours per week for a 10 month work year) 


Term:
10 months, Mid-August through Mid-June 


Shift: 
Times between 8:00 am – 5:00 pm Monday-Friday with some weekend and evening times required 

APPROVAL:                                                LaRue A. Pierce

DATE:




June 4, 2009 

