
MANAGEMENT COORDINATOR 
 
1. Manages the work flow and serves as l iaison and resource between the 

Superintendent and his/her Cabinet officers.  Serves as Executive Secretary to 
the Superintendent. 

 
--Advises Cabinet members on Superintendent's anticipated action/response to questions or  
--Advises Superintendent on status of work and activities of Cabinet members, assignments and 
involvements in order to better coordinate new assignments  

 --Maintains a high level of awareness of all activities of the school district in order to 
 inform and advise Superintendent on day-to-day operations.   

--Serves as liaison between Superintendent and Deputy Clerk.  Relays messages and instructions 
on a daily basis. 
--Monitors and advises on the scheduling of appointments for superintendent based on 
judgement of appropriateness and timeliness; or refers to other appropriate Cabinet member. 

 --Reviews and approves documents requiring Superintendent's approval/signature. 
 
2. Supervises the assignments and duties of personnel assigned to the Executive 

Administration Office.  Organizes and manages requirements of the District 
 Administration Center and provides on-site supervision of the building 
custodian. 

  
 --Assigns  and schedules work of office staff and supervises their work including necessary 
 counseling on job performance.  Approves and schedules vacation requests and other requests 
for  leave.  Prepares and conducts  employee evaluations, but does not sign evaluations. 

--Reviews needs and assigns unanticipated daily work requirements of building custodian and 
advises or assists in counseling him regarding his work performance. 
--Coordinates any special cleaning by the Maintenance Department such as window washing, 
floors air conditioners, etc. with the rest of the staff in the building.   

 --Maintains and is responsible for a variety of keys belonging to buildings and offices in the 
 Adm.Center complex. 
 
3. Assists the Superintendent and his/her Cabinet in the preparation and 

development of the annual district budget.  Develops and manages the annual 
 budget for the Executive Administration Office. 

 
 --Reviews entire District budget document for proper wording and accuracy of information.  
 --Reviews how packages fit within the overall budget.  
 --Reviews for fairness in distribution of dollars;  impact of what one decision unit may have on 
 another.   
 --In the event of budget defeat will recommend to superintendent alternatives for service.  

--Determines needs and develops budgets for Executive Administration, including School Board 
and Superintendent's Office. Develops budget estimates and writes narrative descriptions. 
--Approves expenditures for supplies and materials and capital equipment for Superintendent's 
Office and School Board and monitors budgets. 

 --Approves expenditures for staff development and leave reports for Superintendent's Cabinet 
 members in his absence. 
 --Reviews documents prepared for Superintendent by other staff members for accuracy of 
 typing,`information and wording. 
 
4. Investigates staff and public concerns and complaints and develops 

recommendations to the Superintendent. 
  



 --Listens to concerns of staff and public and after investigation of the facts suggests a  course 
of 
 action to the Superintendent including who in the organization might be best suited to handle 
 the problem. 
 --Advises concerned staff and parents of appropriate method/contacts to resolve complaints. 
 
5. Coordinates, assigns and monitors incoming and outgoing correspondence and 
 communications to the Superintendent. 
 
 --Determine relative importance of and priority of incoming mail. 

--Reviews and determines who to assign responsibility to for responding and what the 
expectations are for the response. 

 --Monitors correspondence and other assigned activities so as to process in a timely manner. 
 --Prepares response to routine correspondence and non-routine correspondence as needed. 
 
6. Conducts research and prepares reports and correspondence for the 

Superintendent and School Board.  Assists in the formulation of district 
 policies, plans and programs under the direction of the Superintendent. 

 
 --Investigates and prepares reports and correspondence regarding such issues as budget 
 overruns; operation of budget committee, kindergarten plans/booklets. 

--Assists the Superintendent in the development or revision of District code of policies and rules 
by conducting research and recommending changes. 

 
7. Organizes, schedules, develops agendas, and maintains records for al l 

Superintendent's Cabinet meetings.  Attends meetings of the School Board and 
Budget Committee for the purpose of assisting the Superintendent in the 
 coordination of his/her duties, and other meetings as required. 

 
 --Determines appropriateness of items to be brought to Cabinet.  Establishes timelines and 
 monitors receipt of documentation.   

--Frequently contact Cabinet members to monitor status of assigned projects and determine 
how that fits with other assignments and the overall District responsibility. 

 --Maintains written record of Cabinet meetings. 
--Assists the Superintendent is following up on assignments/needs as a result of school board or 
budget committee action. 

 
8. May arrange and organize meetings and conduct training sessions as necessary for 

furthering work on projects and providing for staff development.  Organizes and 
coordinates conferences, workshops and meetings for the Superintendent and 
his/her Cabinet. 

 
 --Designs and prepares inservice activities such as safety inservice for employees. 
 --Conducts inservice on office organization to District classified staff as needed. 
 --Monitors scheduling of superintendent's calendar to avoid conflicts within his schedule 
 and the schedules of others. 
 --Oversees arrangements made for Superintendent's schedule, including travel and other 

 meetings in order that Superintendent is always prepared. 
 
9. Processes inquiries and requests regarding School District activities and services.  

Serves as l iaison and resource for incoming calls and requests for general 
information about the School District.  Explains practices, rules, policies and 
procedures affecting the District. 

 



--Advise staff and public on who is the most appropriate staff member to handle a particular 
inquiry and to explain District procedures;  explanations of how the superintendent's office and 
 school board work. 

 


