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PUBLIC CHOOLS

POSITION DESCRIPTION

NORTHFIELD PUBLIC SCHOOLS
September 2012

SECTION I: GENERAL INFORMATION

Position Title: Department:

Director of Community Services Community Services Division
Immediate Supervisor’s Position Title: FLSA Status:

Superintendent of Schools Exempt

Band/Grade/Subgrade: Bargaining Unit:

E-8-2 Non-Union Administrators - Cabinet

Job Summary:

Under the direction of the Superintendent, the @meof Community Services is responsible for clirgg,
managing and providing leadership in the develograed implementation of the school district's comityu
services including community relations; educaticarad community support programs such as adultlemeat;
adult basic education; adults with disabilitiesyodevelopment; out of school time programs farthicand
school aged child care; early childhood prograrshkinoing school readiness, early childhood familyeation,
early childhood screening, preschool, and outregstteation for all ages and the district's volentgrograms.
The Director of Community Services and Communitjai®@ens works closely with district administrators,
citizen groups, advisory committees, and other jggan assessing needs, evaluating program goasfolgs,
formulating collaborative relationships/programljzing the facilities of the district, and in ingmenting
community programs and services.

SECTION Il: ESSENTIAL DUTIES AND RESPONSIBILITIES

Duty/Responsibility No: 1 Statement of duty/responsibility:
Directs and manages the planning, developmentyatiah, and
Percent of Time: 20% | improvement of the district's Community Serviced aommunity

relations goals and objectives.

Tasks involved in fulfilling above duty/responsibiity:

* Oversees and administers the development, operagigistration and on-going assessment of Comm@datyices
classes, programs, services and activities. Manjioogram operations with respect to community sgiederests,
participation and program resources.

» Oversees and administers the development, opemtidon-going assessment of Community Services and
relations activities.

» Supervises the preparation of state annual repndsther required data submissions.

Duty/Responsibility No: 2 Statement of duty/responsibility:
Manages, supervises and directs all Community &es\yprogram
Percent of Time: 20% | supervisors (i.e. coordinators) department adnnatise support staff

and district community relations staff (Word andsigm Specialist, etc.)
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Tasks involved in fulfilling above duty/responsibiity:

Provides direction for program coordinators, Waond ®esign/Web Support Specialist; the Welcome CGente
Community Liaison, and support staff

Screens, interviews and makes hiring decisiongyforediate reports and coordinates the selectioogsses for all
department staff.

Evaluates the performance of staff, prepares pegnce reviews, and assists staff in developmentoingment
plans, goals and on-going training and developrobjgctives.

Handles all personnel actions, defines jobs, agpamsible for department organizational initiatiehanges.

Duty/Responsibility No: 3 Statement of duty/responsibility:

Promotes and communicates the overall school distcluding the

Percent of Time: 20% | Community Services department with internal aneel audiences.

development, registration and on-going assessnieanamunity
services classes and its operation. Monitors pragsperations with
respect to community needs, interests, participatizd program
resources.

Tasks involved in fulfilling above duty/responsibiity:

Plans and coordinates the advertising, publicicelat and promotional efforts to promote the Comityu®ervices
programs and services through the publication oftmires and other marketing tools, news releapeaking
engagements, and advertising in the local newsanedi

Maintains relationships with the news media ané&iotdommunity communications sources to provide aingy
communications with the community.

Assists the School Board the Superintendent withlipuelations issues relating to referendum, lexpond
elections.

Participates in civic and community affairs thalphiester understanding to gain support for theralschool
district mission, beliefs and strategies.

Promotes the development of partnerships betweesdhools and the community including the business
community, the colleges, community organizatiomepygs and governmental agencies.

Duty/Responsibility No: 4 Statement of duty/responsibility:
Oversees, develops and facilitates a process afncority involvement in
Percent of Time: 5% | the programming and evaluation of Community Ses/me®grams and
services.

Tasks involved in fulfilling above duty/responsibiity:

Formulates the Community Services Advisory Council.
Determines agenda items, their work assignmentsjges information and recommendations for the céun
Oversees the citizen involvement process usedeaifspprogram areas by the program coordinators.

Duty/Responsibility No: 5 Statement of duty/responsibility:

Establishes, develops and fosters ongoing cooperatirking
relationships with local community groups, busiessson-public
educational institutions, youth service organizagicand citizens of the
community. Collaborates with the City of Northiebr other

governmental agencies to develop and promote aphdive efforts and

Percent of Time: 20% | initiatives in better meeting the needs of the camity.




Tasks involved in fulfilling above duty/responsibiity:

Duty/Responsibility No:
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Statement of duty/responsibility:

Percent of Time:

5%

Plans, develops and monitors the fiscal operatmsbudgets of
Community Services.

Tasks involved in fulfilling above duty/responsibiity:
< Monitors revenues and approves expenditures formaamty Services.
< Monitors revenues and approves expenditures formaamty Relations.
* Makes recommendations concerning levies, specalsm school aged care, and budgets to the SBoaot.
* Seeks out additional resources from various lazainty, state, federal or private sources and pespgrants.
« Seeks out and enters into collaborative relatigpsshnd initiatives with other agencies to betteetntiee needs of
the community and make for a more effective usesburces.

Duty/Responsibility No:
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Statement of duty/responsibility:

Percent of Time:

5%

Administers the school district facility usage pgland procedures.

Tasks involved in fulfilling above duty/respo

nsibiity:

Duty/Responsibility No:

Statement of duty/responsibility:

Percent of Time:

Performs other comparable duties of a like or similature as assigned.

Tasks involved in fulfilling above duty/responsibiity:
< Participates and is involved in various profesdi@nganizations in the area of Community Services.
< Attends conferences, meetings and serves on var@munittees or task forces.

SECTION lll: WORK REQUIREMENTS AND CHARACTERISTICS

EDUCATION/KNOWLEDGE REQUIREMENT: Minimum education required to perform adequately in
position could reasonably be attained only by compting the following:

REQUIRED EDUCATION/TRAINING

(choose one)

DEGREE INFORMATION:
Type of degree: (B.S., M.A,, etc.)

less than high school diploma

Masters Degree

High school diploma or GED.

Major field of study or degree emphasis:

1 year college

2 years college

Community Services

3 years college

4 years college

1st year graduate level

Essential knowledge and specialized subject knowlgd

X 2nd year graduate level

required to perform the essential functions of thgob:




Doctorate level

« Knowledge of procedures, practices and methods in
planning, evaluating and designing educational jznog
and services.

« Knowledge of procedures, practices and methods in
planning, implementing and evaluating effective namity
relations and communications.

e Concepts, principles and philosophy of lifelongrikéag,
public education, and relationship of Community&es to
K-12 programming.

* Knowledge of local, state and federlws/regulations as
they pertain to community services.

» Knowledge of management and supervisory fundangntal
principles and trends.

* Fundamentals of UFARS accounting and their apjidinat
and use in budget planning and monitoring of conitgu
services programs.

« Knowledge of district administrative policies and
procedures.

» Comprehensive knowledge of community services.
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Required Work Experience in Addition to Formal Education/Training:

Required Supervisory Experience:
Minimum of two years administrative and supervisexperience in community services programming

LICENSE/
CERTIFICATION

Identify licenses/certification required upon hiring:
State of MN Administrative Licensure for Directdr@ommunity Services

ESSENTIAL SKILLS
REQUIRED TO
PERFORM THE
WORK

Skilled in:

¢ Developing, formulating, evaluating and implemegtatommunity services.

¢ Developing, formulating, evaluating and implemegteffective community relations and
communications services.

e Managing, leading, delegating, evaluating and sugieg the activities of a wide range of
supervisory, professional and support staff persbnn

¢ Planning, developing, defending and monitoringfibeal operations of a diverse community
services program.

« |dentifying and seeking out resources availablfnéncommunity, private organizations or
governmental agencies that can be used to impmyemahance the services provided by
and through community services.

« Collaborating with, fostering and encouraging comityinvolvement and support in the
development and evaluation of community needs apamment programs and services.

* Promoting, advertising and engaging in public retet activities to promote the programs
and services of community services as well as¢hed district.

» Developing, motivating, and fostering collaboratreéationships both inside and outside of
the organization. Interactions are frequently withresentatives, elected officials, or
managers of other agency’s or organizations angakiion has the authority and
responsibility for representing the organizatiod apeaking on behalf of the organization.

» Performing public relations activities and workiwgh citizens and the public in problem
solving and in addressing their concerns and issiteg the policies and procedures of
the department and the district.

e The ability to transport self among district buildé and to regional and state meetings an
workshops as necessatry.
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| » The skill and ability to communicate - both oradlyd in writing.

RESPONSIBILITY FOR DIRECT SUPERVISION OF THE FOLLOW ING POSITIONS

Titles of Positions Directly Supervised # of Employees
1| Early Childhood Coordinator 1
2| Recreation Program Coordinator 1
3| Administrative Support Staff 2
4| Enrichment Coordinator 1
5| Mentoring Specialist 1
6| Youth Development Coordinator 1
7| Word and Design / Web Specialist 1
8| Ventures Coordinator (Childcare) 1
9| Auditorium Technician 1
TOTAL 10
INDIRECT SUPERVISION:
Number of employees indirectly supervised: Total: 38
HAZARDOUS WORKING This position works in a typical school districfioé environment and not
CONDITIONS : The essential duties of | exposed to any significant environmental hazardisras. The nature of the
the work are performed under various work can involve some disagreeable human intemrastonflicts, and
physical hazards or environmental fluctuations in work volume, deadlines and priesti
conditions noted.
PHYSICAL JOB REQUIREMENTS: Indicate according to essential duties/responsibilities
Employee is required to: Never 1-33% 34-66% 66-100%
Occasionally Frequently Continuously
Stand X
Walk X
Sit X
Use hands dexterously (use fingers to handle, feel) X
Reach with hands and arms X
Climb or balance X
Stoop/kneel/crouch or crawl X
Talk or hear X
Taste or smell X
Physical (Lift & carry): X
up to 10 pounds




up to 25 pounds

up to 50 pounds

up to 75 pounds

up to 100 pounds

X X| X| X| X

more than 100 pounds

PHYSICAL JOB REQUIREMENTS: Indicate according to essential duties/responsibilities

Physical requirements associated with the position can be best summarized as follows:

Sedentary Work:
Exerting up to 10 pounds of force occasionally and/negligible amount of force frequently or camsly to lift, carry,
push, pull or otherwise move objects, includinghlnenan body. Sedentary work involves sitting nodghe time.

SECTION IV: CLASSIFICATION HISTORY AND APPROVAL

This Position Description reflects an accurate andomplete description of the duties and responsibiles assigned
to the position.

Signature — Department Head Date

Signature — Human Resources afe
Classification History:
Prepared by: BCC, LLC (RWB) 9/03.

Revised 3/04 by BCC.
Revised 9/12




