
Winston-Salem/Forsyth County Schools
 INTERNAL JOB OPPORTUNITIES

Human Resources Department
475 Corporate Square, Winston-Salem, NC 27105

 Mailing Address: PO Box 2513, Winston-Salem, NC 27102
336-661-6536 Fax

In-Service Applications are available at http://wsfcs.k12.nc.us/ 

Administrative and/or Central Office Openings

Career & Technical Ed Special Populations Coordinator HR Contact: Brenda Bourne

Instructional Services Full Time (100%) - Eleven (11) Months

Friday, October 24, 2014Closing Date: Pay Grade A ($3,359 to $6,632 monthly)

This position will be compensated as a central office lead teacher (teacher pay plus 1%).  Responsible for recruiting, 
tracking and monitoring all special populations students in high school level Career & Technical Education (CTE) courses 
district-wide.  Works with high school CTE teachers and Career Development Coordinators to ensure all special 
populations students are receiving appropriate services.  Monitors programs and compiles all required reports regarding 
services to these students.

Hold or be eligible to hold a valid North Carolina teaching license in a Career & Technical Education field or in an 
Exceptional Children's license area.  Have a minimum of 5 years successful teaching experience in a CTE area.  Strong 
personal computer and organizational skills.

Chief Of Staff HR Contact: Brenda Bourne

Superintendent's Office Full Time (100%) - Twelve (12) Months

Friday, October 17, 2014Closing Date:  (Administrator Salary Schedule )

The COS will supervise on a constant, ongoing basis the translation of the district’s educational philosophy, goals, and 
objectives into active terms that directly benefit each individual student. The COS will assist the superintendent 
substantially and effectively in the task of providing leadership in developing, achieving, and maintaining the best 
possible educational programs and services. While the position will have oversight authority, the COS will not directly 
supervise or evaluate other district administrators.

Master’s degree in education or related field required. 
Five (5) years minimum experience in working directly with superintendents, executive leaders, school board members, 
non-profits or community representatives.
Experience in an urban school district is preferred..
	Demonstrated oral and written communication skills

Reading Interventionist Coordinator HR Contact: Brenda Bourne

Instructional Services Dept Full Time (100%) - Ten and one half (10.5) months

Monday, October 20, 2014Closing Date: Pay Grade A ($3,359 to $6,632 monthly)

To lead, manage and develop the Reading Interventionist team throughout the Winston Salem/Forsyth County 
Elementary Schools. Provide support to interventionist through coaching, modeling and mentoring. 	Work in conjunction 
with other district departments to facilitate and support literacy development. 	Supervising and evaluating the Reading 
Interventionists.

•	Minimum of 5 years teaching experience
Master’s degree preferred.
Experience leading adults/ supervisory experience.
	Experience in delivering professional development.
	Experience with Reading 3D.
	Valid NC Teaching license, or be eligible to hold NC teaching license.
	Reading license preferred.
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Staff Attorney HR Contact: Brenda Bourne

Legal Department Full Time (100%) - Twelve (12) Months

Friday, October 24, 2014Closing Date:  (Administrator Salary Schedule )

The Staff Attorney works in the School Attorney’s Office under the supervision of the General Counsel.  Staff Attorneys 
provide a wide range of legal services for the Winston-Salem/Forsyth County Board of Education including, but not 
limited to, providing legal advice to the Board, the superintendent, assistant superintendents, principals, and other school 
administrators on a regular basis.  Staff attorneys may serve as student discipline hearing officers.  At least one year of 
relevant experience in either education law, constitutional law, employment law, administrative law, contract law, 
construction law, real estate law, family law or criminal law (including juvenile crimes) is required.   Applicants with more 
years of experience are encouraged to apply.  Although the position is full-time, a part-time arrangement would be 
considered for the right candidate.   Cover letters should describe applicant’s relevant work experience and whether 
applicant is seeking a part-time or a full-time position.

Pay depending on experience (Admin Pay Scale)

A juris doctorate from an accredited law school and a license to practice law in North Carolina.  One year of experience 
in the law profession is required with a strong preference for experience in education law. The applicant should have a 
demonstrated interest in public education and a genuine belief that all students can learn.  The applicant should be 
prepared to begin work no later than January 5, 2015.

Staffing Supervisor HR Contact: Brenda Bourne

Human Resources Full Time (100%) - Twelve (12) Months

Wednesday, October 22, 2014Closing Date: Pay Grade 68 ($3,156 to $4,244 monthly)

Provides direct support to schools and departments by quickly responding to requests for job postings, closely monitoring 
applicant pools and carefully pre-screening applicants in order to fill vacancies with the best-qualified candidate 
available.  Carefully monitors applications and works diligently to staff all positions with an emphasis on strategically 
staffing hard-to-fill and high-turnover positions.  Effectively communicates job vacancies through online posting and 
other communication/distribution channels. Supervises Substitute Office and the school-district volunteer system.

Bachelors’ degree in Business Administration or other relevant field, plus 3 years’ experience; or equivalent combination 
of education and experience.

Elementary School Openings

Testing Coordinator  - Part-time HR Contact: Brenda Bourne

Various Elementary Schools Part Time (50%) - Ten and one half (10.5) months

Friday, October 17, 2014Closing Date: Pay Grade 58 ($1,985 to $2,676 monthly)

Current Vacancies are: Gibson, Easton, Moore, Kimberley Park, Griffith, and Ibraham

The test coordinator, as the principal’s designee, coordinates tests, maintains test security, monitors online and 
paper/pencil test administrations, monitors accommodations, address technical requirements,  keeps abreast of State 
Board of Education policy, and implements testing policy,The test coordinator will be responsible for developing a school-
wide test plan, observing FERPA, organizing and preparing secure test materials for distribution, preparing the testing 
environment, addressing technical specifications and technical issues, investigating testing irregularities, obtaining and 
distributing test scores and reports, training school personnel and proctors on the appropriate use of test materials, test 
security, the North Carolina Testing Code of Ethics, the Testing Students with Disabilities document, the Guidelines for 
Testing Students Identified as Limited English Proficient ,The Proctor Guide, and the North Carolina Test Coordinator’s 
Handbook   .

Associates’ degree, preferably in Office Administration, Business or related area; plus 2 years relevant work experience in 
automated office environment; or equivalent combination of education and experience.

Secondary School Openings
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Bilingual School Assistant HR Contact: Brenda Bourne

Petree Elementary Full Time (100%) - Ten (10) Months

Thursday, October 23, 2014Closing Date: Pay Grade 58 ($1,985 to $2,676 monthly)

Serve as a liaison between the home, school,and community.  Serve as an advocate for LEP students’ rights and 
responsibilities.  Analyze and inform parents and staff of the various influences that affect 
student/parent/school/community relationships.  Assist staff in understanding cultural and socio-economic circumstances 
of families  Promote mutual respect, understanding and support between school and parents.  May provide support 
during parent conferences and home visits in an Interpreter/Translator role.  Establish rapport which encourages staff 
consultations and utilization of the bi-lingual assistant  May translate documents to/from English and the native 
language.  Support and assist parents in expressing their concerns about their children to school personnel through 
interpretation/translation and/or guiding the parent through accepted processes and procedures.  Encourage parents to 
visit, observe, and participate in their child’s school program.

Successful school-based or human service experience related to working directly with children and families.  Fluency and 
literacy in appropriate language at conversational and literal level for site population.  Ability to assist teachers in 
arranging conferences with parents.  Ability to serve as a translator/interpreter or facilitator for LEP parents.  Ability to 
assist staff in facilitating appropriate discipline and attendance referrals.  Ability to work with social worker, school nurse, 
guidance counselor in helping students and parents to utilize community service agencies.  Ability to secure the 
cooperation of students/parents, obtain needed information and provide guidance toward needed services for them.

Secretarial/Clerical Openings

Administrative  Office Assistant I- Maintenance HR Contact: Pam Hensdale

Maintenance Department Full Time (100%) - Twelve (12) Months

Friday, October 24, 2014Closing Date: Pay Grade 58 ($1,985 to $2,676 monthly)

Serves as the primary clerical support for the Maintenance Department.  Answers telephone and greets visitors to the 
office; handles requests for information in area of assignment; routes persons to the appropriate office or persons; takes 
and receives messages for staff.  Enters a variety of data into computer or maintains manual systems such as leave 
accounts, absences, employee information, school data, report data, addresses, telephone numbers, monthly reports, 
special forms, inventory data, garage and parts information.  Orders materials, places work orders, processes invoices, 
maintains inventory of materials and supplies; files expenses reports and travel forms for staff.  Places requests for 
printing and collating materials; coordinates and serves as liaison with the Print Shop and the Mail Center.  Types 
standard reports for various regulatory agencies; may assist in compiling parts of the report; professionals usually 
provide data and information for the report.  Maintains files and records management system for the assigned unit.

Graduation from a two year business school; or graduation from high school and two years of general office experience 
or, if in a specialty area, two years of experience in that special field, such as accounting, maintenance, purchasing, or 
other area; or an equivalent combination of education and experience.

Administrative Support Assistant II -- Second Secretary HR Contact: Brenda Bourne

Career Center Full Time (100%) - Twelve (12) Months

Tuesday, October 21, 2014Closing Date: Pay Grade 58 ($1,985 to $2,676 monthly)

Performs related clerical and administrative support duties as required and assigned. Answers telephone and greets 
visitors to the office; handles some requests for information; routes persons to the appropriate office or persons; takes 
and receives messages for staff. Orders materials, places work orders, processes invoices, maintains inventory of 
materials and supplies; files expenses reports and travel forms for staff.  Provide support to parents.

Graduation from a two year business school; or graduation from high school and two years of general office experience 
or, if in a specialty area, two years of experience in that special field, such as accounting, personnel, purchasing, or other 
area; or an equivalent combination of education and experience.  Preference given to candidates who speak and write 
Spanish.

Administrative Support Assistant IV -- Financial Secretary HR Contact: Brenda Bourne
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Northwest MS Full Time (100%) - Twelve (12) Months

Tuesday, October 28, 2014Closing Date: Pay Grade 62 ($2,379 to $3,207 monthly)

Performs administrative and clerical support duties as Lead Secretary  in a school with a variety of work tasks including 
bookkeeping and providing leadership to other clerical staff.  Work is differentiated from the II level because of the 
decisions made in performing the variety of tasks, the knowledge and skills required, and independence of action and 
judgment exercised in the work.  Work requires a broader understanding of the entire school system, with more detailed 
knowledge of the functions, policies, processes, and procedures of the unit and work activities.  Unusual situations or 
precedent setting situations are referred to a higher level supervisor. Work is supervised by a higher level professional 
level supervisor or director and is reviewed through observation, review of work performed, and conferences.

Graduation from a two-year business school; or graduation from high school and two years of general office experience.  
An assessment of relevant computer/bookkeeping proficiency skills will be administered as part of the selection process.
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