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OWEN COUNTY SCHOOLS 

 

JOB DESCRIPTION: SCHOOL AND COMMUNITY RELATIONS COORDINATOR 

 

JOB CLASS CODE:  7342 

 

QUALIFICATIONS:  

1. Associate’s degree with at least one year’s experience in a related field. 

2. Ability to establish and maintain rapport with persons from varying lifestyles and various community 

groups. 

3. General knowledge of the District’s programs, operations, practices, and procedures. 

4. Effective communication skills. 

5. Good organization and planning skills. 

6. General knowledge of the dynamics of rural education and the Owen County community preferred. 

7. Such additional qualifications as the Superintendent and/or Board may find appropriate and acceptable. 

  

REPORTS TO:  Instructional Supervisor  

 

JOB GOAL: This position is focused on a two-pronged approach to support education in Owen 

County Schools through the following: 

1. Assists in the development of a collaborative climate between the schools, school 

staff, families, and community to help develop strong partnerships and enhance 

communication between all stakeholders.  This will be accomplished through the 

development of programs and activities designed to engage families, the community, 

and school staff in improving student achievement as well as assisting and 

supporting schools and staff in their own professional growth and development 

centered on the whole child and the needs of our students and families. 

2. Creates a planned and systematic function designed to improve the programs and 

services of the school district by integrating the district with families and the 

community. This position is responsible for the coordination of a comprehensive 

two-way communication process involving both internal and external stakeholders, 

with the goal of stimulating a better understanding of the role, objectives, 

accomplishments and needs of the school district. A primary function of this position 

is to fulfill the district’s responsibility to inform the public about our schools while 

seeking their insight on helping the school district deliver high-quality and efficient 

programs. 

 

SUPERVISES:  N/A 

 

DISPOSITIONS: 

1. Disposition Toward Self:  Positive self-perception with a “can-do” attitude. 

2. Disposition Toward Students, Families, Staff, and Community:  Believe that students and adults are 

able, worthy, and valuable and believe everyone is capable of learning. 

3. Disposition Toward Teaching:  People-oriented and are focused on building positive relationships with 

students, families, colleagues, and the community.  Always able to maintain a service orientation to all 

stakeholders. 

 

PERSONAL QUALITIES: 

1. Models and promotes high standards of professional ethics, honesty, and integrity. 

2. Understands and respects the diversity of families economic, linguistic, and cultural backgrounds and 

situations. 

3. Ability to maintain a high level of confidentiality regarding students and families. 
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4. Serves as an advocate and champion for children and parents. 

5. Knowledge of family engagement research and literature. 

6. Strong knowledge of computers and other technology/software (i.e., Chromebooks, iPads, Office, 

GSuite, Website Design, social media, etc.). 

7. Ability to host community meetings off school sites and in the local community. 

8. Experience with developing collaborative partners and building relationship with constituents in the 

community. 

9. Self-motivated who can work independently as well as part of team. 

10. Demonstrates initiative in problem solving and completion of tasks. 

11. Maintains self-control and decorum in the full range of professional activities. 

12. Demonstrates an ability to accomplish tasks under pressure. 

13. Shows respect for others through use of courtesy and tact. 

14. Prioritizes and follows through on tasks. 

15. Provides an open climate for communication. 

16. Expresses ideas orally in an effective manner. 

17. Communicates effectively in writing. 

18. Demonstrates efficient time management skills, including, but not limited to following established 

routines, task completion, and following timelines. 

19. Ability to work flexible hours. 

20. Communicates recommendations and/or suggestions clearly to all persons involved. 

 

JOB PERFORMANCE RESPONSIBILITIES: 

1. Provides regular communication with parents and community to apprise them of events and 

opportunities at the school by monthly tips, strategies, and ideas. 

2. Assist with the marketing and branding of the District. 

3. Assist with the design of the district/school websites as well as updating content to create fresh content 

for all stakeholders.  This includes ensuring SBDM minutes, policies, meeting dates, members, etc. are 

kept up-to-date on school and district websites. 

4. Assist with updating social media accounts to create a “real-time” management of school and district 

news and content. 

5. Community liaison with various organizations and entities. 

6. Creates opportunities for parents who have limited English proficiency, a disability, or are 

underrepresented because of social economics or racial barriers to participate in education initiatives and 

enrichment workshops. 

7. Provides technical assistance relating to parental involvement as needed locally or at the district level. 

8. Conducts surveys to assess the needs of parents and community at both the school and district level. 

9. Reviews annual reports to evaluate the effectiveness of parent and community engagement programs. 

10. Develops, analyzes, and distributes the results of parent and community surveys to school and district 

administration. 

11. Keeps complete documentation of records of all activities, reports, surveys, funding, annual program 

evaluations, and communications to students, parents, staff, and the community to meet Title I 

components. 

12. Ensures compliance of parent and community engagement programs with all state and federal 

guidelines. 

13. Coordinates and implements research-based strategies for parent, school, and community engagement 

activities to empower all stakeholders in improving student achievement at school, home, and in the 

local community. 

14. Collaborates with local, regional, and state organizations to create opportunities to help families and 

community understand school academic standards, assessments, and report cards. 

15. Collaborates with students, parents, staff, community, and school/district leadership to develop a 

community-friendly school engagement climate. 
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16. Conducts trainings with school and district staff during meetings to determine school/district needs and 

shares updates on school and community engagement best practices. 

17. Assist with staff induction to ensure connections to school and community relations are developed. 

18. Create and implement staff entrance and exit surveys to gather input on the needs of staff and the 

district. 

19. Assist in the implementation of annual staff surveys and action plans to promote a culture of constant 

improvement. 

20. Assist in the collection of school and district needs assessments to help foster a culture and climate of 

continuous improvement (e.g., professional learning, parent and community engagement activities, etc.). 

21. Support the implementation and monitoring of school and district professional learning (i.e., pre/post 

surveys, tracking of PD hours and EILA hours, etc.). 

22. Collaboratively create parent and family engagement activities and resources (i.e., literacy and 

numeracy nights, parent newsletters, etc.) 

23. Coordinate with the News-Herald, or other community mediums, and have a weekly OCS Spotlight in 

publications or news outlets. 

24. Assist with the recruitment of school and community partners to become part of the district’s school and 

community relations program. 

25. Maintains confidentiality at all times. 

26. Adheres to the Professional Code of Ethics as established by the Education Professional Standards 

Board. 

27. Performs other duties as assigned by the Supervisor. 

 

 

TERMS OF EMPLOYMENT:  Salary and number of days per year set annually by the Board of Education. 

 

EVALUATION:  Performance will be evaluated in accordance with the provisions of the Board’s Policy on 

Evaluation of Certified Personnel. 

 

Reviewed by (Printed Name of Employee): ______________________________________  

 

Employee Signature: _________________________________________  

 

Date Signed: ________________________ 

 

 

 

Submitted to the Board for Approval on May 4, 2021 


