POSITION DESCRIPTION
WILLMAR PUBLIC SCHOOLS
SECTION I:  GENERAL INFORMATION

	Position Title:
Director of Community Education 
	 Department:
 Community Education

	Immediate Supervisor’s Position Title:
Superintendent
	FLSA Status: 
Exempt

	Job Summary:

Under the direction of the Superintendent, the Director of Community Education is responsible for the overall planning, implementation, fiscal control and operation of Community Education programs and its staff in the areas of Early Childhood, Family Education, adult enrichment, and youth enrichment programming. The Director of Community Education develops and manages a comprehensive, multi-dimensional, multi-cultural education program, serving all residents of Willmar Public Schools.  This includes recommending policies and procedures in program development, administering personnel procedures, and managing the budgets.




SECTION II:  ESSENTIAL DUTIES AND RESPONSIBILITIES

	• Manages and is responsible for all aspects of Community Education programming.
a)  Plans, organizes, and administers a broad program of community education.

b)  Works with staff on writing of grants to help us fund special projects or programs.
c)  Administers budgets adopted by Willmar Public Schools, which includes monitoring expenditures and revenue collection on a regular basis.
d)  Facilitates ongoing needs assessments to determine new program offerings. 
e)  Facilitates all staff, according to standards set by the district and state.

f)  Supervises the facility usage of all Willmar Public Schools-owned structures and fields.  This includes 
     creating policy that sets fees and priority standards for users.

· Manages, supervises and directs all community education program coordinators, supervisors and department 
    administrative support staff.
a)  Administers staffing, programming and budgets for  the Community Education Department in consultation with the Superintendent of Schools.
b)  Determines policies and procedures to be used for a quality Child-Care program (Cardinal Place) in conjunction with the Cardinal Place Coordinator.
c)  Supervises the Adult Basic Education Consortium in conjunction with the ABE Manager and area 
     directors.  
d)  Administers a comprehensive Early Childhood Program throughout Willmar Public Schools .  Programs include Early Childhood Family Education, School Readiness, Cardinal Kids Preschool, Preschool Screening, and Early Childhood Special Education.  Director, along with Coordinator/Manager hires, supervises and evaluates all certified and non-certified staff, develops programs and budgets to provide Early Childhood programming for the District.
e)  Oversees programming and curriculum needs.  Approves purchase of materials necessary for                             implementation of programs in accordance with the allowed budget.
• Administers a full-service aquatics program for Willmar Public Schools including but not limited to lessons, 
   open swimming, instructors, guards, and pools. 
• Is actively involved with local, area, state and national organizations with ties to Community Education, 
      and Lifelong Learning programs and processes.
a)  Cultivate linkages and contacts with local businesses and professional service providers that create 
     opportunities for collaborative programming.

b)  Utilizes the media in promotion of events, programs and cancellations within the department.       
c)  Attends Willmar Public Schools administrative meetings to stay abreast of all programs, policies that impact the Community Education Department.
d)  Attends School Board meetings.as requested to ensure leaders are kept informed of the programs and practices the Community Education Department is responsible for throughout the year.  Reports annually the numbers served to the School Board.
.  
· Perform related duties as required by the superintendent of schools.



	



SECTION III:  WORK REQUIREMENTS AND CHARACTERISTICS

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

	REQUIRED EDUCATION/TRAINING

 (choose one)
	DEGREE INFORMATION:    

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

Bachelor’ Required/Master’s degree preferred.

	
	less than high school diploma
	

	
	High school diploma or GED.
	Major field of study or degree emphasis:  

Community Education, Educational Administration or other equivalent field.



	
	1 year college
	
	2 years college
	

	
	3 years college
	x
	4 years college
	

	
	1st year graduate level
	Essential knowledge and specialized subject knowledge required to perform the essential functions of the job:

· Knowledge of local state and federal laws/regulations as they pertain to community education programs and services.

· Knowledge of management and supervisory fundamentals, principles and trends.

· Fundamentals of UFARS accounting and their application and use in budget planning and monitoring of community education programs.

· Knowledge of district administrative policies and procedures (e.g. human resources, financial, purchasing, etc.).

· Comprehensive knowledge of all community education program and services.

· Knowledge of procedures, practices and methods in planning, evaluating and designing educational programs and services.

· Concepts, principles and philosophy of lifelong learning, public education, and relationship of community education to K-12 programming. 
    

	
	2nd year graduate level     
	

	
	Doctorate level
	

	Required Work Experience in Addition to Formal Education/Training:



	LICENSE/

CERTIFICATION
	Identify licenses/certification required upon hiring:  

Must possess or be able to secure a current Minnesota Community Education Director’s License.  Principal or Administrative licensure also preferred, but not required.  



	ESSENTIAL SKILLS REQUIRED TO PERFORM THE WORK  


	
Skilled in:
· Knowledge of state laws pertaining to a full service Community Education Department, including how to obtain funding, hire certified staff and operate an advisory council according to laws set by legislature.
· Skilled in developing and managing  Community Education Department budgets and completing a monthly reconciliation report to Willmar Public Schools.

· Ability to handle confidential information as presented with the appropriate level of discretion.

·     Developing, formulating, evaluating and implementing community education programs and services.

·     Managing, leading, delegating, evaluating and supervising the activities of a wide range of supervisory, professional and support staff personnel.

·     Planning, developing, defending and monitoring the fiscal operations of a diverse community education program.

·     Identifying and seeking out resources available in the community, private organizations or governmental agencies that can be used to improve and enhance the services provided by and through community education and recreation.
·     Collaborating with, fostering and encouraging community involvement and support in the development and evaluation of community needs and department programs and services.

·     Promoting, advertising and engaging in public relations activities to promote the programs and services of community education and recreation.
·     Developing, motivating, and fostering collaborative relationships both inside and outside of the organization and for representing the organization and speaking on behalf of the organization on matters pertaining to Community Education.
· Performing public relations activities and working with citizens and the public in problem-solving and in addressing their concerns and issues within the policies and procedures of the department and the district.


	RESPONSIBILITY FOR DIRECT SUPERVISION OF THE FOLLOWING POSITIONS 



	
	Titles of Positions Directly Supervised
	# of Employees

	1
	ECFP Manager
	1

	2
	ABE Glacial Lakes Manager
	1

	3
	Adult/Youth Enrichment Coordinator
	1

	4
	Aquatics/Fitness Coordinator
	1

	5
	School Age Care Coordinator
	1

	6
	Administrative Support Staff
	2

	TOTAL
	7


	INDIRECT SUPERVISION:

	Number of employees indirectly supervised:

All community educational personnel
	Total:           
40+


	HAZARDOUS WORKING 
CONDITIONS:  The essential duties of the work are performed under various physical hazards or environmental conditions noted.

	Unusual or hazardous working conditions related to performance of duties:
This is an administrative and management position performing job duties and assignments in a typical office environment where there are a minimum of environmental hazards and risks associated with performing the job.




	
PHYSICAL JOB REQUIREMENTS: Indicate according to essential duties/responsibilities

	Employee is required to:
	Never
	1-33%

Occasionally
	34-66%

Frequently
	66-100%

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):                                               up to 10 pounds
	
	
	
	x

	up to 25 pounds
	x
	
	
	

	up to 50 pounds
	x
	
	
	

	up to 75 pounds
	x
	
	
	

	up to 100 pounds
	x
	
	
	

	more than 100 pounds
	x
	
	
	


	
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/or a negligible amount of force frequently or constantly to lift, carry, push, pull or otherwise move objects, including the human body.




SECTION IV:  CLASSIFICATION HISTORY AND APPROVAL

	This Position Description reflects an accurate and complete description of the duties and responsibilities assigned to the position.

__________________________________________________

____________________

Department Head’s Signature







                              

Date

Classification History

Description Created May 2018
  Date Board Adopted:__________________






