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Overall update to position description

The job description was outdated and needed to be revised. These changes are to provide
more clarity to the essential functions of the position for both the manager and employee.
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COORDINATOR, PROJECT/PROGRAM

DEFINITION

Under general supervision, plans,—erganizes;—coordinates-may plan, organize, coordinate, and prevides

provide direction and oversight of assigned projects and/or programs; provides routine administrative and
operational support for assigned projects and/or programs; plans and coordinates education and outreach
efforts; evaluates project/program effectiveness and makes recommendations for operational, policy, and
procedural improvements; develops, summarizes, and maintains program records and reports;—festers

. : s rching il ctaffand £ ‘

SUPERVISION RECEIVED AND EXERCISED

Receives general supervision from assigned supervisery-and-managerial staff—personnel. May exercise
technical and functional direction ever—and prevides—training to student—werkers—staff and temporary

employees.

CLASS CHARACTERISTICS

tramed—Thls class1ﬁcat10n is requlred to maintain knowledge in all procedures related to the a551gned area(s)

of responsibility, working with a high degree of independent judgment, tact, and initiative- and coordinating
departmental work with that of other departments. The work has technical and programmatic aspects

requrrrng the 1nterpretat10n and apphcatlon of policies, procedures and regulations.—Sueeessful

EXAMPLES OF ESSENTIAL FUNCTIONS (Illustrative Only)

1. Plans schedules and coordmates ass1gned pregrams—prOJects services-andlor-activities;-establishes

t ~ programs, services, and/or activities;
recommends improvements or modlﬁcatlons ass1sts in developing and implementing procedures and
policies.

2. Provides training, orientation, and-guidance, and scheduling to assigned staff; prepares—weeldyand
dailysehedules:—reviews and controls quality of work; assists—participates in the recruitment and

selection of temporary staff-and previdesrecommendations-.
3. Participates in developrng goals, objectives, policies, procedures, and work standards—fer-assigned

4. Maﬁarﬁei-pateParticipates in and-oversee the administration-of program-and/orproject budgetsbudget

process, including monitoring expenditures and ordering supplies, materials, and equipment; may assist
in forecasting annual payroll and program budget requirements.

5. Plans, evaluates, coordinates, and implements—provides training at various events, workshops, and
outreach and recruitment activities.

6. Ceeordinates-assigned-programs-Ensures project and/or proejeetsineladingprogram effectiveness

b 1dent1fy1ng stakeholders, eeﬂd&et-l-ng—ﬁeeds—&ssessmeﬂts—gathermg data and information, and

7. Admma—sters—Conducts needs assessments and implements modlﬁcatlons based upon program
evaluation an 5 D . , raTR_amn

eval&a&ens—and—assessments—results
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Markets-Promotes programs, projects, services, activities, and events through various communication

venues—and-social-media—modalities; assists in developing flyers,—brochures,—and-other—marketing
promotronal rnaterrals

9.

10. Researches comprles nalyze and organizes 1nformat10n and data on topics related to assigned projects
and/or programs-and/er-prejeets; prepares and assembles reports and other informational materials.

11. Serves as a liaison and contact person to stadents;staffand-facalty-stakeholders; provides higher level
of customer service and consultative services and-advice—on—assignedprograms—and/or—projeets:
providesrequested-data,-answers-questions;andrefers-inquiriesrelated to project and/or program.

12. Participates on committees, task forces, and special assignments, including, but not limited to Screening

and Selectlon Committees and afﬁhated trarnmgs Prepares and delivers oral presentations related to
3 4 within h es—a assigned areas as
needed.

13. Provides a working and learning environment that is free from prohibited discrimination, harassment
and retaliation (DHR), and provided by applicable law and College policies. Attends College mandated
DHR training and participates in DHR investigations as directed. Assists in providing information and
resources to individuals Who brlng forward DHR complamts and quesﬂeﬂs—relra%mg—reportmg p0551ble
DHR complaints to asstgn 3 ; Few
aetions-Human Resources and other appropriate authorrtv as necessary.

14. Prevides—Performs general administrative assrstaﬁe%ﬁmctlons and eper&&eﬂal—suppert—te—&ssrgﬂed

15.

16.

17. Perferms-other related or lower classification duties as assigned.

QUALIFICATIONS

Knowledge of:

1. Principles and practices of supporting a diverse, equitable, inclusive, and anti-racist academic and work
environment.

2. Basic principles and practices of providing technical and functional direction and training to assigned
staff.

3. Principles, practices, and service delivery needs related to the program area(s) to which assigned.

4. Procedures for planmng, 1mp1ement1ng, and marntalmng assrgned programs and/or projects.

5. Researchan M

6. Principles and practlces of research and data collection; repomng methods and repert-preparation,
techniques and procedures.

7. Basteprineiples-Principles and practices of budget administration and accountability.

8. Applicable Federal,—State—federal, state, local, and Distriet—College policies, codes, regulations,
technical processes, and procedures related to the program to which assigned.

9. Modern office practices, methods, and computer equipment and applications;—inelading—word
proeessing;-database;-and-spreadsheet-applieations related to the work.

10. Record keeping principles and procedures.

11. Principles, practices, and techniques of effectively dealing-interacting with the-public-and basie-publie
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13. Techniques for providing a high level of customer service by effectively dealing with the public,
vendors, students, and BPistriet College staff, including individuals of various ages, disabilities, various
socio-economic and ethnic groups.

Skills & Abilities to:

1.

2.

3.

4. Participate in addressing gaps in diversity, equity, inclusion and anti-racism in recruitment and retention

of staff.
5. Communicate the College’s vision and commitment to creating equity, diversity, inclusion and anti-
racism academic and work environment

6. Participate in providing resources and programming towards the goal of being diverse, equitable,
inclusive, and anti-racist academic and work environment.

Apply training methods and procedures.

11. Conduct research and analyze, 1nterpret summarize, and present administrative and technical
information and data-in-an-effective-manner-.

12. MakePerform accurate mathematical, financial, and statistical computations.

13. Prepare clear and concise reports correspondence procedures and other ertten materials.

15. Establish-and-maintain-Organize and prioritize a variety of filing;recordkeeping,projects and tracking
systems. multiple tasks in an effective and timely manner; organize own work, set priorities, and meet
critical timelines.

17. Organlze own work, set priorities, and meet critical time-deadlines.
18. UseEnglish-effeetively-to-Effectively communicate in persen;-ever-various modalities.

19. Effectively representing the telephen%and—rn—wr&mg—College in contacts with governmental agencies,
community groups, and various business, professional, educational, regulatory, and legislative

organizations.

20. © ; :

21. Review 51tuat10ns accurately and deterrmne approprlate course of action within scope of authority using
judgment according to established policies and procedures.

22. Establish, maintain, and foster positive and effective working relationships with those contacted in the
course of work.

23. Learns and applies emerging technologies and methods, as necessary, to perform duties in an efficient,
organized, and timely manner.

Education and Experience:

ﬁeld—and two (2) full time equlvalent years of 1ncrea51ngly respons1ble pfegram—er—projeet—eeefdmaﬁen

experience working with-diverse-students-in an educational setting—environment or public program.




Coordinator, Project/Program
Page 4 of 4

Licenses and Certifications:

! : : ay ; : —If operating a_College
vehicle, ernployees must have the ablhty to secure and maintain a valid California driver's license.

2. Depending on assignment, possession of, or ability to obtain, specified certification and/or license to
maintain compliance with applicable state-licensure regulations.

PHYSICAL DEMANDS

Must pessess—mebility-be able to work in a standard office setting and use standard office equipment,

including a—eemputer—technological devices; to eperate—a—motor—vehiele—to—visitcommunicate with
individuals at various Distriet-College and meeting sites; vision-to-read-printed-the ability to understand and

comprehend written and electronic materials-and-a-computersereen;-and-hearing; and speech-the ability to

receive, review, and respond to eemmunieate-communications in person, before groups, and over the
telephone—and through various media. This is primarily a sedentary office classification although standing

and—wal-kmg—movement between work areas may be requlred —F+nger—de*teﬂ-t-y—}s—neeéed—te—aeeess—enter—

{neumbents—Posnlons in th1s clas51ﬁcat10n occas10nally bend—steep—kneel—mav need to physwallv reach
push, and pull drawers open and closed to retrieve and file information. Incumbents must possess the ability
to lift, carry, push, and pull materials and objects, typically weighing 20 pounds.

ENVIRONMENTAL ELEMENTS

Incumbents work in an office environment with moderate noise levels, controlled temperature conditions,
and no direct exposure to hazardous physical substances. Incumbents may occasionally work outdoors for
assigned events and be exposed to loud noise levels, cold and/or hot temperatures and dust fumes, and
allergens.Jreumbentss i : S -ai i : re-and-cn RO
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