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SAN JUAN UNIFIED SCHOOL DISTRICT 
 
 

POSITION CODE: 370  
MANAGEMENT GROUP MANAGER SERIES  

  
 
 
POSITION TITLE: Administrator, Adult Education 
 
DEFINITION: 

Is responsible for the administration of all district Adult Education Programs. 
 
DIRECTLY RESPONSIBLE TO: 

Director, Vocational/Applied Technology Education 
 
SUPERVISION OVER: 

Classified and certificated personnel as assigned. 
 
DUTIES AND RESPONSIBILITIES: (Responsibilities will include, but not limited to): 
 1. Plans, organizes, and supervises the instructional program for adult education. 

 2. Supervises all current adult education programs throughout the district, and plans and 
develops new adult education programs, as needed. 

 3. Provides direction and coordination of adult education staff in evaluating and developing 
innovative adult programs to meet changing adult community needs including Distance 
Learning and CaIWORKs. 

 4. Advises district personnel on adult education facility needs. 

 5. Oversees plant maintenance and safety at all adult education sites. 

 6. Supervises all adult education budgets and prepares and reports budget information to 
the director. 

 7. Is responsible for the screening and employment of credentialed and classified adult 
education staff in cooperation with the personnel services division. 

 8. Provides necessary evaluation, supervision, and training of certificated and classified 
personnel under his/her direction. 

 9. Is responsible for preparation and submission of district, state and federal reports for 
programs supervised. 

 10. Is responsible for the ongoing evaluation of the adult education programs. 

 11. Seeks additional/supplemental funding, through grant writing, which complies with 
district policy, state and federal laws and regulations. 

 12. Oversees collaborations and cooperative ventures with district programs, public 
agencies and other community groups. 

 13. Performs other duties. 

 

SALARY RANGE 21

http://www.sanjuan.edu/files/filesystem/Management_Salary_Schedule.pdf
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QUALIFICATIONS: 
 
Training, Education and Experience: Must possess a valid and appropriate administrative 
credential. 
 
Knowledge & Abilities: Knowledge of and ability to interpret and apply appropriate guidelines 
and legal provisions with regard to adult programs; knowledge and skills to develop and 
implement programs for adults; ability to make oral and written presentations to groups and 
committees. Knowledge of adult education financing and budget development; knowledge of 
appropriate adult education curriculum; knowledge and experience in the supervision of 
personnel. 
 
Physical Characteristics: (Consideration will be given to reasonable accommodation): 
*Sufficient vision to read printed materials; *sufficient hearing to conduct in-person and 
telephone conversations; *sufficient physical mobility to move about the district and drive a car; 
*ability to speak in an understandable voice with sufficient volume to be heard in normal 
conversational distance, on the telephone, and in addressing groups; physical, mental and 
emotional stamina to endure long hours under sometimes stressful conditions.  
 
*With or without the use of aids. 
 
Other Characteristics: Possession of a valid California driver's license; willing to work various 
work hours including evenings and Saturdays; willing to travel locally. 
 
 
Board Adopted: 5/25/93 
Revised by Human Resources Division: 4/23/98 
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