
 

Site Coordinator: Job Description / Evaluation  
 

Person being evaluated_______________________________ 
Evaluator__________________________________________ 
 
Please use scale: Circle appropriate number 1=High Priority of improvement 2=medium 
priority for improvement 3=lower priority for improvement 4=best practice achieved 
 

     Goals and Comments: 
1. Assesses program staffing 
needs, recruits and assists 
with hiring of staff and 
volunteers 

    
1 

  
2

    
3 

    
4 

   

2. Provides ongoing 
meetings, trainings and 
supervision of staff.   

1 2 3 4  

3.Works with youth and 
staff to design and 
implement a broad range of 
program activities, lead 
activities if needed 

1 2 3 4  

4.Provides linkages to the 
school day through 
communication with 
principal, guidance 
counselors and teachers to 
identify and set goals for 
supporting students and to 
explore enrichment 
activities through school 
curriculum  

1 2 3 4  

5. Increase linkages with 
community that will result 
in increased program 
resources and sustainability 

1 2 3 4  

6.  Support Advisory 
Council goals, share goals 
and mission with students, 
parents, staff, school 
personnel, and public 

1 2 3 4  

7.  Assist Director with 
coordinating administrative 
details including payroll, 
ordering supplies, invoices, 
USDA snack program, 
Federal reporting data, 

1 2 3 4  



 

program advertising,  
8.Intergrates special needs 
students into program and 
works with school staff to 
coordinate supports. 

 

1 2 3 4  

8.Communication with 
program partners, 
supervisor, school 
personnel, parents, students, 
public 

1 2 3 4  

 1 2 3 4  
 
Highlights and Needs: 
 
 
1.What accomplishments are you particularly pleased with this program year? 
 
 
 
 
 
2.What are your top goals for the program for the upcoming year? 
 
 
 
 
 
 
3.What are your top goals for yourself as Site Coordinator for the upcoming year? 
 
 
 
 
 
4. What additional supports do you feel you need in order to perform your job better? 

 
 
 
 
 
 
Additional Comments or goals for the Site Coordinator written by the 
Director: 

 
 



 

 


