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1. Primary Function:  Plan, coordinate direct and evaluate the Safe Schools/Healthy Student 

grant project. 
 
2. Responsibilities: 
 

2.01 Coordinate with other agencies and entities involved in the Safe Schools/Healthy 
Students national grant project. 

2.02 Manage the budget and expenditures of all grant funds. 
2.03 Participate in the grant steering committee, and other committees as may be 

developed, to implement grant efforts. 
2.04 Provide project oversight, and manage the functions of the grant steering 

committee, and other special advisory boards and committees, ensuring 
consensus and full participation of all parties. 

2.05 Interface with the U.S. Department of Education and other granting agencies, 
preparing grant reports and maintaining an effective working relationship to 
maximize grant outcomes and benefits to the target communities. 

2.06 Work collaboratively with the local project evaluator to ensure required data 
collection and reporting requirements are met, and evaluation data is used to 
further refine and develop project programs and services to meet local and 
national goals/objectives. 

2.07 Provide leadership in special project development and coordination. 
2.08 Monitor compliance with district policy, standards and procedures. 
2.09 Prepare correspondence, reports and technical documentation related to a 

special project. 
 
3. Major Planning Requirements: 
 

3.01 Plan all aspects of the Safe Schools/Healthy Student grant project. 
3.02 Develop and maintain an overall special project work plan that ensures effective 

facilitation and use of time as defined by the particular project.  
 
4. Key Relationships: 
 

4.01 Receives direct supervision from the Director of Financial Services, as well as 
indirect oversight from the project’s grant steering committee.   

4.02 Communicate and report regularly to the Director of Financial Services.  
4.03 Evaluate all Salem-Keizer grant staff with direct reporting relationships, as well as 

participate in the evaluation of non-direct report grant staff. 
4.04 Exercise functional and technical supervision over assigned district project staff.   
4.05 This position indirectly oversees all relationships with partner agencies through 

contractual relationships, as well as the employees of those agencies that perform 
grant-related services. 
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4.06  Act as the project liaison with all communities, agencies, and school districts 

affected by grant project efforts, maintaining positive relationships and project 
accountability. 

4.07 Oversee the contractual relationships with all subcontracting agencies, ensuring 
fiscal responsibility and service delivery accountability. 

 
5. Minimum Qualifications:  Any combination of experience and training that would provide 

the required knowledge and abilities is appropriate.   
 

5.01 Master’s level or post bachelor’s certification or license or Bachelor’s, plus three 
years of experience in educational or public administrative role.   

5.02 Five years of responsible analytical and technical program support experience, at 
least two of which must include program supervision and/or coordination. 

5.03 Experience with education systems, local mental health, juvenile justice, local law 
enforcement, community advocacy organization, early childhood programs and 
agencies, and local delivery systems that may be involved in project efforts. 

5.04 Previous educational administration or public administration experience preferred. 
5.05 Principles and practices of program organization and management. 
5.06 Principles and practices of problem solving, group process and evaluation. 
5.07 Principles and methods of planning and coordination of school and community 

programs, activities and facilities. 
5.08 Ability to work with an inter-agency task force to develop consensus on program 

issues, policies and procedures and ensure project viability. 
5.09 Ability to effectively interface with local, state and national leaders on issues 

related to project development, management and project sustainability. 
5.10 Ability to develop an effective organizational structure, possibly including advisory 

boards, committees, and subcommittees to ensure grant compliance and project 
effectiveness. 

5.11 Ability to plan, organize and evaluate programs, projects and services and 
implement changes in methods and techniques as needed. 

5.12 Ability to research and analyze technical information and prepare reports and 
recommendations. 

5.13 Ability to analyze and resolve procedural and technical problems. 
 
6. Term of Employment:  12 months 
 
7. Salary Level:  Grade 5. 
 
8. Working Conditions:  The position works in an office environment with frequent travel to 

meetings. 
 
 


