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Educational Service Unit No. 6, Inc. 

Job Description 
 

Job Title: Director of Professional Development 

Department: Professional Development 

Supervisor: Dr. John Skretta, Administrator 

FLSA Status: Exempt 

Prepared By: Human Resources 

Prepared Date: 01/7/2020 

Location: Milford, NE 

 

Summary 

Plans, organizes and directs all ongoing professional development programming for the ESU 

6 area schools. 

 

Essential Duties and Responsibilities include the following. Other duties may be assigned. 

 

 Prepares strategic plan with short and long-term goals to meet institutional funding 

objectives and enlist support from members of department staff. 

 

 Prepares, monitors and administers department budget. 

 

 Develops, sponsors, leads and facilitates professional development activities based on 

the requested and assessed needs of area schools. 

 

 Assists area schools on an individual basis with professional development needs. 

 

 Maintains knowledge and provides information on education through continuous 

review and updating of best practice trends and regulations on a local, state and 

national basis. 

 

 Continually updates professional resources for team and member schools. 

 

 Designs services based on the requested and assessed needs of area schools and in 

accordance with mandated services dictated by state or federal requirements. 

 

 Serves, on a requested basis, on state and local committees and organizations 

deemed to be of interest and supportive of the specific duties listed above. 
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 Regular and dependable attendance on location is an essential function of this 

position. 

 

Supervisory Responsibilities  

Directly supervises non-supervisory employees in the Professional Development department. 

Is responsible for the overall direction, coordination, and evaluation of these units.  Carries 

out supervisory responsibilities in accordance with the organization's policies and applicable 

laws. Responsibilities include interviewing, hiring, and training employees; planning, 

assigning, and directing work; appraising performance; rewarding and disciplining 

employees; addressing complaints and resolving problems. 

 

Competencies  

To perform the job successfully, an individual should demonstrate the following 

competencies: 

 

Use of Technology - Demonstrates required skills; adapts to new technologies; uses 

technology to increase productivity; keeps technical skills up to date. 

 

Continuous Learning - Assesses own strengths and weaknesses; seeks feedback to improve 

performance; pursues training and development opportunities; strives to continuously build 

knowledge and skills; shares expertise with others. 

 

Job Knowledge - Competent in required job skills and knowledge; exhibits ability to learn 

and apply new skills; keeps abreast of current developments; requires minimal supervision; 

displays understanding of how job relates to others; uses resources effectively. 

 

Problem Solving - Identifies and resolves problems in a timely manner; gathers and analyzes 

information skillfully; develops alternative solutions; works well in group problem solving 

situations; uses reason even when dealing with emotional topics. 

 

Project Management - Develops project plans; coordinates projects; communicates changes 

and progress; completes projects on time and budget; manages project team activities. 

 

Customer Service - Manages difficult or emotional customer situations; responds promptly 

to customer needs; solicits customer feedback to improve service; responds to requests for 

service and assistance; meets commitments. 

 

Communications - Expresses ideas and thoughts verbally; expresses ideas and thoughts in 

written form; writes clearly and informatively; edits work for spelling and grammar; exhibits 



Page 3 of 6 
 

good listening and comprehension; keeps others adequately informed; selects and uses 

appropriate communication methods. 

 

Teamwork - Balances team and individual responsibilities; exhibits objectivity and openness 

to others' views; gives and welcomes feedback; contributes to building a positive team spirit; 

puts success of team above own interests; able to build morale and group commitments to 

goals and objectives; supports everyone's efforts to succeed. 

 

Change Management - Develops workable implementation plans; communicates changes 

effectively; builds commitment and overcomes resistance; prepares and supports those 

affected by change; monitors transition and evaluates results. 

 

Performance Coaching - Defines responsibilities and expectations; sets goals and objectives; 

gives performance feedback; motivates for increased results; recognizes contributions; 

encourages training and development. 

 

Leadership - Exhibits confidence in self and others; inspires and motivates others to perform 

well; effectively influences actions and opinions of others; accepts feedback from others; 

gives appropriate recognition to others. 

 

Business Acumen - Understands business implications of decisions; aligns work with 

strategic goals. 

 

Conflict Resolution - Encourages open communications; confronts difficult situations; 

maintains objectivity; keeps emotions under control; uses negotiation skills to resolve 

conflicts. 

 

Cost Consciousness - Works within approved budget; develops and implements cost saving 

measures; conserves organizational resources. 

 

Diversity - Demonstrates knowledge of EEO policy; shows respect and sensitivity for cultural 

differences; educates others on the value of diversity; promotes a harassment-free 

environment; builds a diverse workforce. 

 

Ethics - Treats people with respect; keeps commitments; inspires the trust of others; works 

with integrity and principles; upholds organizational values. 

 

Organizational Support - Follows policies and procedures; completes administrative tasks 

correctly and on time; supports organization's goals and values; benefits organization 

through outside activities; supports affirmative action and respects diversity. 
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Personal Appearance - Dresses appropriately for position; keeps self well groomed. 

 

Attendance/Punctuality - Is consistently at work and on time; ensures work responsibilities 

are covered when absent; arrives at meetings and appointments on time. 

 

Innovation - Displays original thinking and creativity; meets challenges with resourcefulness; 

generates suggestions for improving work; develops innovative approaches and ideas; 

presents ideas and information in a manner that gets others' attention. 

 

Judgment - Displays willingness to make decisions; exhibits sound and accurate judgment; 

supports and explains reasoning for decisions; includes appropriate people in decision-

making process; makes timely decisions. 

 

Planning/Organizing - Prioritizes and plans work activities; uses time efficiently; plans for 

additional resources; sets goals and objectives; organizes or schedules other people and 

their tasks; develops realistic action plans. 

 

Safety and Security - Observes safety and security procedures; determines appropriate 

action beyond guidelines; reports potentially unsafe conditions; uses equipment and 

materials properly. 

 

Qualifications To perform this job successfully, an individual must be able to perform each 

essential duty satisfactorily. The requirements listed below are representative of the 

knowledge, skill, and/or abilities required. Reasonable accommodations may be made to 

enable individuals with disabilities to perform the essential functions. 

 

Education and/or Experience  

 Nebraska Administrative Certificate and experience required.   

 K-12 teaching experience required.   

 Educational budgetary skills.   

 Knowledge of comprehensive School Improvement and Rule 10 / Accreditation 

requirements.   

 Professional development and school improvement background   

 Knowledge of differentiated education.   

 Knowledge of Federal and State Accountability requirements including AQUESTT. 

 Knowledge of State Standards adoption process.   
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Language Skills  

Ability to read, analyze, and interpret general business periodicals, professional journals, 

technical procedures, or governmental regulations.  Ability to write reports and business 

correspondence.  Ability to effectively present information and respond to questions from all 

stakeholders. 

 

Mathematical Skills  

Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, 

common fractions, and decimals.  Ability to compute rate, ratio, and percent and to draw 

and interpret bar graphs. 

 

Reasoning Ability  

Ability to solve practical problems and deal with a variety of concrete variables in situations 

where only limited standardization exists.  Ability to interpret a variety of instructions 

furnished in written, oral, diagram, or schedule form. 

 

Computer Skills  

To perform this job successfully, an individual should have knowledge of Internet software; 

Google tools, Excel Spreadsheet software and Microsoft Word Processing software. 

 

Certificates, Licenses, Registrations  

 Valid Nebraska Driver's License  

 Valid Nebraska Administrative Certificate 

 

Physical Demands  

The physical demands described here are representative of those that must be met by an 

employee to successfully perform the essential functions of this job. Reasonable 

accommodations may be made to enable individuals with disabilities to perform the 

essential functions. 

 

While performing the duties of this job, the employee is regularly required to talk, hear and 

use hands to finger, handle, or feel. The employee is frequently required to sit, stand, walk 

and reach with hands and arms. The employee is occasionally required to balance, stoop, 

kneel, crouch or crawl. The employee must regularly lift and/or move up to 10 pounds and 

occasionally lift and/or move up to 25 pounds.  Specific vision abilities required by this job 

include close vision, distance vision, color vision, peripheral vision, depth perception and 

ability to adjust focus. 
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Work Environment  

The work environment characteristics described here are representative of those an 

employee encounters while performing the essential functions of this job. Reasonable 

accommodations may be made to enable individuals with disabilities to perform the 

essential functions. 

 

While performing the duties of this Job, the employee is occasionally exposed to outside 

weather conditions. The noise level in the work environment is regularly quiet and 

occasionally moderate. 

 

Acknowledgements  

The above job description is not intended to be an all-inclusive list of duties and standards 

of the position.  Incumbents will follow any other instructions, and perform any other related 

duties, as assigned by their supervisor. 

 

 

______________________________________________________        _______________________________  

ACKNOWLEDGED: Supervisor Signature              Date    

 

______________________________________________________        _______________________________  

ACKNOWLEDGED: Employee Signature                                   Date   

 

______________________________________________________   

PRINT: Employee Name 

  


