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	   State College Area School District 
131 West Nittany Avenue 
State College, PA 16801 

	  
	   JOB DESCRIPTION  
	  

	  
Job Title: Community Education Coordinator  Effective Date:  April 2014 
 
Reports to: Assistant Superintendent   Department:   Community Education 
              
Job Summary:  The job of the Community Education Coordinator is done for the purpose(s) of planning, 
implementing, coordinating and evaluating the district’s year round community education and extended 
learning programs.  This individual is also responsible for maintaining adequate staffing of assigned 
programs and services in accordance with budgeting and program guidelines. 
              
Qualifications: 

*Education: Bachelor’s degree with study in job related area 
Program planning experience is necessary 

 
 *Experience: Five (5) years experience in teaching or related field, preferred 
 
 *Skills:  Knowledge of adult education theory and practice 
    Knowledge of program planning models 
   Knowledge of teacher and program evaluation models 
   Knowledge of marketing and promotional strategies 
   Ability to manage multiple projects 
   Ability to manage multiple priorities 
   Ability to develop departmental and program budget 
   Ability to effectively speak in public 
              
Essential Duties and Responsibilities:   

1. Attends meetings, community events, seminars, etc. (e.g. Board meetings, Chamber of 
Commerce, professional societies, etc.) for the purpose of conveying and/or gathering information 
regarding the district’s community educational objectives. 

2. Promotes and markets community education programs. 
3. Compiles data from a variety of sources for the purpose of evaluating community education 

programs and/or services, developing programs and/or services complying with financial, legal 
and administrative requirements. 

4. Composes documents (e.g. standardized correspondence, bulletins, newsletters, brochures, etc.) 
for the purpose of documenting events, providing and/or requesting information. 

5. Coordinates program components, support needs and materials for the purpose of delivering 
services that conform to established guidelines. 

6. Develops long and short-range plans/programs and or/budgets (e.g. instructional materials, 
multimedia, new programs, etc. for the purpose of ensuring that resources are effectively utilized, 
expenditures are within budget and district educational objectives are achieved. 

7. Directs staff (e.g. volunteers, teaching coaches, referees, etc.) for the purpose of guiding and 
monitoring their activities.) 

8. Maintains a wide variety of documents, files and records (machine and manual) for the purpose of 
providing up-to-date reference and audit trail for compliance. 

9. Manages curriculum content for the purpose of conforming to district and state curriculum and/or 
instructional objectives. 

10. Monitors the use of funds for the purpose of ensuring program development. 
11. Performs personnel functions (e.g. interviewing, evaluating, supervising, etc.) for the purpose of 

maintaining adequate staffing, enhancing productivity of personnel and achieving objectives 
within budget. 

12. Prepares a variety of written materials (e.g. annual status report, budgets, billings, etc.) for the 
purpose of documenting activities, providing written reference and/or conveying information. 
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13. Prepares budgets for the purpose of allocating funds to community education programs. 
14. Presents information on a variety of topics (e.g. current practices, methods, program guidelines, 

etc.) for the purpose of conveying information and/or recommendations regarding the district 
community education program. 

15. Procures supplies, equipment, facilities and/or staffing for the purpose of meeting the 
requirements of the Community Education Department. 

16. Coordinates the yearly district United Way Campaign including distribution of information and 
follow-up reporting on the success of the campaign. 

17. Responds to inquiries from a variety of internal and external parties (e.g. staff, students, public 
agencies, etc.) for the purpose of providing information, facilitating communication amount parties 
and/or providing direction. 

18. Supervises the processing of documents and materials (e.g. payroll, travel requisitions, mileage 
requisitions, invoices, etc.) for the purpose of disseminating information to appropriate parties. 

              
Ancillary Duties:   

1. Any other duties as assigned by supervisor. 
              
Physical Demands:  
Sedentary Work – Exerting up to 10 pounds of force occasionally, and/or a negligible amount of force 
frequently or constantly to lift, carry, push, pull or otherwise move objects, including the human body.  
Sedentary work involves sitting most of the time.  Jobs are sedentary if walking and standing are required 
occasionally, and all other sedentary criteria are met. 
 
Check the essential physical requirements of the job:   
x  Visual acuity (color, depth perception and field of vision)  
x  Seeing x  Hearing x  Talking 
x  Climbing x  Balancing x  Stooping 
x  Kneeling x  Crouching x  Reaching 
x  Standing x  Walking x  Pushing 
x  Pulling x  Fingering x  Grasping 
x  Tactile sense x  Repetitive motions 
 
Infrequent Lifting: 40 lbs.  50 lbs.  75 lbs.  100 lbs. 
Floor to Waist:  x        
Waist to Shoulder         
Overhead          
Carry 20 feet  x        
              
Work Environment:  

Typical office environment, Subject to inside environmental conditions. 
              
Temperament:   
   Must possess excellent interpersonal skills 
   Must be cooperative, congenial, and service-oriented 
   Must be able to work in an environment with frequent interruptions 
              
Cognitive Ability:   
   Ability to follow written and verbal directions 
   Ability to read and write 
   Ability to communicate effectively 
   Ability to organize tasks 
   Ability to handle multiple tasks 
   Ability to exercise good judgment 
              
Specific Skills:   
   Must possess excellent computer skills 
   Ability to operate office equipment 
   Ability to handle confidential information 
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I have read and understand the job description for this position.  I am able to perform the 
functions of the position (without accommodation or with reasonable accommodation). 
 
              
  (Signature)        (Date)  


