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Program Coordinator

Summary
This position will plan, develop, write, administer, coordinate and maintain grant funded programs which will serve district students.

Reports to:  Executive Director of Student Services and/or other designated administrator

Essential Duties
· Research available grant opportunities available to the District
· Write grants
· Track measurable goals and objectives for programs as outlined in grant proposals
· Research, identify, analyze and implement needs of the programs through appropriate assessments.

· Project, track and balance budgets, to ensure that they comply with program and district financial policies, procedures and requirements
· Report verbally and in writing to the appropriate administrator(s) on progress and future direction in connection with the programs.

· Manage and support the other school-based staff involved with the projects, providing supervision and guidance in support of their efforts.

· Represent the school and the district as a liaison, advocate and coordinator of the programs as described in the program requirements.

· If applicable, interact with students as a group as well as individually.  Identify students who need special services such as individual mentoring; follow the progress of students and make sure that appropriate support services are provided to these students.

· May hold individual meetings with students and parents.  Keep records of each student’s progress towards accomplishing the steps required through the program’s grant components.

· May plan, publicize, recruit and carry out activities for students that meet the guidelines of grants
· Work with community and district partners to fulfill requirements of grants
· Organize project activities, training and development where appropriate
· Provide the support and guidance necessary to ensure that program elements sponsored by other organizations are introduced smoothly.

· Support project evaluators by gathering student data; helping compose, distribute, and collect surveys; and other activities necessary for project evaluation purposes. 
· Provide professional development

· May provide support to summer school administrator 
· Perform related duties as required
Qualifications 

a.  Required

· Bachelor’s degree and 

· Excellent written and oral communication skills.
b.   Desired

(
Master’s degree 
(
Experience in supervisory position 

· Work experience related to grant programs/proposals
(
Valid Arizona Teaching Certificate

(
Experience managing a grant funded program.

Physical and Mental Requirements
· Ability to deal with stressful situations

· Possess analytical skills and strategic mindset

· Ability to twist, bend, reach, stoop, pull, lift, and carry up to 20 pounds

· Ability to stand for extended periods of time.


