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Nevada State Public Charter School Authority Staff Positions -- January 2014
Administrative Services Officer II:  The ASO II position maintains the SPCSA’s financial performance framework.  The position coordinates reception of state and federal funds on behalf of the SPCSA, including developing spending and disbursement plans.  The position prepares and monitors the SPCSA budget, and prepares and submits finance-related federal and state reports.


Education Programs Professional:  The EPP serves as a member of the Charter School Application Review Team.  The position coordinates review and revision of the SPCSA’s Operation Manual, and maintains the SPCSA’s Organizational Performance Framework to ensure schools are operating in conformity with applicable law and regulation.  The position also coordinates the review of charter amendment requests, and works with stakeholders including the State Board of Education to establish charter school regulations.


Education Programs Professional , specifically for Special Education:  The EPP for Special Education reviews and evaluates charter school applications; directs and coordinates special education programs; develops special education policies and procedures; prepares and solicits special education budgets and funds; monitors Individual Education Plans; and facilitates resolutions to special education concerns/complaints.
Education Programs Professional:  The EPP for Oversight and Evaluation works as a member of the review team evaluating charter school applications.  In addition, the EPP is responsible for preparing the yearly and mid-term academic performance reports; overseeing all state, federal, and agency assessment systems; and managing all academic reporting databases.  As part of the renewal and revocation process, this EPP prepares  the six-year cumulative academic performance reports.
Education Programs Professional:  This EPP is responsible for providing technical assistance, ensuring compliance and providing support for federal programs under ESEA (Title I, Title II, Title III, McKinney- Vento.)  This person reviews all charter applications and proposals for these programs for quality and compliance.


Management Analyst II:  The MA II ensures fiscal compliance with all Federal programs (special education, Titles I, IIa, Iii, McKinney Vento) and also deals with facilities leases, inspection compliance,  insurance issues, special ed MOUs, and insurance compliance.  The MA II is the contracts manager, crisis response manager, advantage approver (accounting system), and part of the review team for new applications.  The MA II conducts FRL(free and reduced lunch) audits and financial audits and handles health record compliance issues.
[bookmark: _GoBack]Business Process Analyst II:  THE BPA II oversees the quality of data produced and provides technical assistance for the student information system.   This person is guiding the schools through the transition to a new student information system (Infinite Campus) for a ‘go-live’ utilization beginning with the 2014-15 school year.  THE BPA makes policies and procedures recommendations regarding the student information system and oversees accurate state reporting as well as assisting in ensuring accurate annual report card collection and reporting. The position also oversees efficiency and accuracy of records retention and transfer. 
Management Analyst I:  The MA I maintains the AOIS* Reporting Requirements Manual including creating and updating all required report templates, and serves as the Authority’s AOIS contact.  The MA I also maintains the state internal procedures manual; maintains and reconciles the budget tracking spreadsheet; ensures adequate state and federal authority for all payables; processes all payables and applies PEND3 approval; serves as the payroll liaison and SWABIZ account manager; and researches and processes journal vouchers.    
* AOIS is an automated system for electronic submission of reports and other written or graphic information.  It informs schools of reporting requirements, including due dates and to whom reports need to be submitted.  It reminds schools of missing reports and monitors schools’ compliance with reporting requirements.

Administrative Assistant III (AAIII):   The AA responsible for the administrative/clerical duties of the agency.  The AA manages the calendar for the Director, the EPPs and the ASO and assists in processing invoices and travel reimbursements.   The AA is the liaison between the Authority and the public, charter applicants, existing charter schools, other agencies, and the Authority Board.   As the Authority Board Secretary, the AA is responsible for Authority meeting location confirmations, contacting people and groups who have been placed on the agenda, managing the meeting as it occurs and writing and posting the meeting minutes.   During legislative sessions, the AA tracks bills and schedules and facilitates meetings between Authority staff and legislators.
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