
 

 

POSITION DESCRIPTION         
 
Job Title: Director of St. Mary’s Resource 

Program 
Date: February 2024 

Department: St. Mary’s Resource Program Last update: February 2024 
Reports To: Principal and Assistant Principal   
Status:   X  Exempt       Non-Exempt Classification:     10 Months 
   X   FT              PT             
________________________________________________________________________________________ 
POSITION SUMMARY: 
 
The Director of the St. Mary’s Resource Program (SMRP) is responsible for running the program as well as creating 
and implementing each student’s Formal Accommodation Plan (FAP).  The Director also serves as the SSD 
Coordinator for both College Board and ACT; as such, additional job responsibilities include the submission, 
coordination, and management of standardized testing for all students with accommodations.  In addition to these 
duties, the Director also works directly with students, teachers, and parents to manage, support, and communicate 
the academic needs of the students in SMRP. 
 
Within the SMRP class period, the Director teaches students about their specific accommodations, how best to 
utilize them, and works directly with students in building self-advocacy skills.  The Director also facilitates individual 
and group academic support, assists in the coordination of student meetings with teachers and peer tutors, and 
provides direct instruction in study skills, planning and time management.  Further, the Director works with 
students to support academic skill development and provides specific support related to individual learning 
challenges. 
 
In addition to these responsibilities, the Director also supervises two Learning Specialists in the St. Mary’s Resource 
Program.  Each Learning Specialist is assigned a caseload, and the Director works with the Learning Specialists to 
discuss student needs, plan curriculum, and track student progress. 
 
MISSION AND CORE VALUES: 
The Academy of the Holy Cross, a Catholic College preparatory school sponsored by the Sisters of the Holy Cross 
since 1868, is dedicated to educating young women in a Christ-centered community which values diversity.  The 
Academy is committed to developing women of courage, compassion and scholarship who responsibly embrace the 
social, spiritual and intellectual challenges of the world. 
 
All faculty and staff must demonstrate a commitment to the Core Values of the Academy: community, Catholic 
identity, academic excellence, educating the whole person, tradition, diversity, leadership, single-sex education, 
environment, and communication. 
 
PRINCIPAL RESPONSIBILITIES: 
General Responsibilities 
 

• Provide oversight of daily operations of the St. Mary’s Resource Program, including coverage of SMRP 
during all academic periods, lunch and after school. 

• Develop Formal Accommodation Plans (FAP) for students based on psycho-educational and/or 
neuropsychological assessment, meet with parents and student for review of the Formal Accommodation 
Plan (FAP), and disseminate accommodations to student’s teachers. 

• Work with individuals and small groups to review subject matter and develop academic strategies for a 
variety of classes 



 

 

• Develop and implement small group programs addressing study habits, time management, organization, and 
assessment preparation, etc. 

• Communicate with school counselors to ensure students with accommodations are addressing personal 
issues that may impact their learning 

• Provide teachers with clarification of student needs, strengths, and accommodations. 
• Collaborate with the Administrative Team and Admissions during the high school admissions application 

process to ensure that applicants submit adequate testing during the cycle 
• Work with Admissions to reviewing student applications, testing, and conducting interviews with 

prospective students and parents/guardians 
• Ensure students are consistently receiving all services listed in their Formal Accommodations Plans 
• Coordinate all standardized testing accommodations, including those for College Board and ACT and 

communicate testing schedules/responsibilities to proctors 
• Send regular feedback and updates to parents regarding student progress 
• Refer students to school-based academic resources (e.g., teachers, study halls, math lab, etc.) and external 

tutors, if requested 
• Consult with outside academic tutors, as needed, to support students in the classroom 

 
Administrative Responsibilities: 

• Maintain and ensure confidentiality of student files (psycho-educational assessments, Formal 
Accommodation Plans, College Board/ACT sign-offs, correspondence, etc. 

• Maintain accurate records of phone contacts, written correspondence, and work with individuals and 
groups 

• Attend all Faculty meetings 
• Serve on school committees as needed 
• Maintain and update student files; communicate any updated information regarding accommodations to 

teachers 
 
Other 

• Perform other related duties as needed 
 
JOB REQUIREMENTS: 
 
EDUCATION:  

• Master's degree in Special Education, or equivalent training and experience in learning disabilities,     
educational therapy, special education or related field. 

 
 
EXPERIENCE: 

 
• Experience as a school-based learning specialist is preferred, including providing academic support for 

students with learning disabilities, ADHD, or other identified special needs. 
• Must have familiarity with psycho-educational and neuropsychological evaluations, individual academic plan 

processes, and reporting 
• Experience teaching at the High School level is desirable 

 
SKILLS: 

• Must have knowledge, skills and experience to provide individualized, multi-sensory approaches to the 
remediation of language based learning challenges 

• Must have knowledge, skills and experience to provide individualized approaches to math remediation 



 

 

• Must have knowledge, skills and experience around underlying attention, memory, language, social skills, 
and executive functioning challenges and their impact on learning and academic success 

• Must have excellent written and communication skills 
• Must be skilled in Microsoft Office Suite, Google Workspace, and Zoom; familiarity with learning 

management software is also preferred 
• Must be conscientious, reliable and highly organized 
• Must enjoy working with and have an understanding of adolescent girl 

 
TYPICAL DEMANDS: 
 

• Must exhibit a deep level of patience, understanding and compassion 
• Must be able to creatively motivate students with learning challenges 
• Must be flexible and adapt to different learning and teaching styles 
• Must be able to use discretion and to exercise sound judgment 
• Must stay current on developing educational trends and tools in the area of learning-different students 
• Must stay current on research and effective teaching techniques/strategies for neuro-diverse students 
• Must be able to manage multiple tasks simultaneously under time constraints 
• Must be able to manage confidentiality and effectively handle sensitive situations 
• Must be available before school, after school, some evenings and weekends 

 
WORKING CONDITIONS: 

• Works in typical school and office setting 
• Must be available before school, after school, some evenings and weekends 

 
 
 


