Academic Staff and Limited Appointment 

Position Description 

(EXAMPLE)

	Budget Position Number:
	A XXX
	Date:
	XX/XX/XXXX

	UW System Title:
	Program Manager II

	Working Title if Different:
	ADA Coordinator
	Dept. Name:
	Office of Equity and Diversity Services

	Employee Name:
	Phoenix Bird
	Percent Appointment:
	100%

	Supervisor Name:
	Mai Boss
	Supervisor Title:
	Director of Equity and Diversity Services


1.  Position Summary Statement

	Coordinates University programs and responsibilities to assure compliance with the Americans with Disabilities (ADA) Act, Section 503 and 504 of the Rehabilitation Act of 1973, and other state laws and regulations pertaining to persons with disabilities.



2.  Essential Job Functions and Responsibilities
	Central Consulting and Outreach Responsibilities

Provides ADA program and facility interpretation and advice on compliance to all sectors of the University community.

Develops and maintains written materials and other informational pieces to broadly disseminate information regarding the ADA and the University’s policies relating to persons with disabilities.

Designs and participates in the development of presentations for students, faculty and staff on the provision of equal opportunity for persons with disabilities.

Serves as the central intake for matters relating to the ADA and facilitates activity and the flow of information among the various University offices with responsibilities relating to compliance.

Serves as the primary University liaison with relevant state and federal agencies, as well as other ADA coordinators at colleague institutions and associations.

Reporting Responsibilities

Maintains a record of all disability and accommodation issues and the resolution of each

Ensures the timely filing of all required compliance reports

Develops and implements internal measures and/or reports which inform the university administration of the status of ADA compliance and opportunities for people with disabilities.



3.  Additional Duties and Responsibilities
	Monitors budget for expenditures; provides oversight to student employees.


4.  (Optional) Accountability/Impact on Department or Campus Strategic Initiatives.










	As the University strives to employ a diversified staff (including persons with disabilities), this position serves as a resource to the University community and its employees.


5.  Knowledge/Skills/Abilities










	Excellent verbal and written communication skills; ability to work cooperatively with others and accept direction from supervisors; working knowledge of legislation and practice related to disabilities and the ADA is required.  Knowledge of specific disabling conditions as related to higher education and experience with audio-visual, computing and other technology relevant to the responsibilities of the position is preferred.


6.  Physical Demands 
	While performing the duties of this position, the employee must have the mobility to work in a standard office setting and to use standard office equipment, hearing and speech to converse in person and over the telephone and vision to read printed materials and a computer screen. Accommodation may be made for some of these physical demands for otherwise qualified individuals who require and request such accommodation.

or

(Prepare a statement referencing the list of Physical Demands in the Position Description Instructions).


7.  Working conditions and environment 

	There are no unusual working conditions or environmental factors associated with this position.

or

(Prepare a statement referencing the list of Working Conditions and Environment in the Position Description Instructions).


8. Miscellaneous Information 
	None


Position description should be reviewed annually and new signatures obtained when

changes are made to the position description.
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