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Utilize appropriate data to evaluate and make recommendations regarding program effectiveness, program needs, 

and staffing requirements.  E 
 
Provide technical expertise, information, and assistance to assigned supervisor regarding assigned functions, 

unusual trends, or problems, and recommend appropriate corrective action.  E 
 
Direct the preparation and maintenance of a variety of narrative and statistical reports, records, correspondence, and 

files related to assigned services, activities, and operations; operate a computer.  E 
 
Communicate and collaborate with other administrators, district personnel, and outside organizations to coordinate 

activities and programs, resolve issues and conflicts, and exchange information; model district standards of ethics 
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Plan, organize, and coordinate instructional programs. 

Develop Board-approved curriculum. 

Lead and work with school improvement initiatives that close student achievement gaps between racial, ethnic, and 

economic groups by working with all of the diverse communities. 

Establish and maintain effective working relationships with high schools, outside agencies, staff, parents, and the 

community. 

Communicate effectively, both orally and in writing. 

Interpret, apply, and explain rules, regulations, policies, and procedures. 

Analyze situations accurately, and adopt an effective course of action. 

Plan and organize work to meet schedules and timelines. 

Prepare comprehensive narrative and statistical reports. 

Supervise and evaluate the performance of assigned staff. 

Operate a computer and related software. 

Meet state and district standards of professional conduct as outlined in Board Policy. 

WORKING CONDITIONS: 

SAMPLE ENVIRONMENT: 

Office environment; drive a vehicle to conduct work. 

SAMPLE PHYSICAL ABILITIES: 

Hear and speak to make presentations, and exchange information in person and on the telephone; dexterity of hands 

and fingers to operate a computer keyboard; see to read, prepare documents and reports, and view a computer 

monitor; sit or stand for extended periods of time; bending at the waist, and reach overhead, above the shoulders, 

and horizontally to retrieve and store files; lift light objects. 

(Former Classification: Coordinator II, Alternative Education and School-to-Work) 

HEALTH BENEFITS:


