
 

Coordinator, Community Engagement Initiative                                                                            Page 1 of 3 

JOB DESCRIPTION 

San Diego County Office of Education 

 

COORDINATOR, COMMUNITY ENGAGEMENT INITIATIVE 

 

Purpose Statement: 

Under administrative direction, the Coordinator, Community Engagement Initiative (CEI) serves 

as a liaison with key partners to support statewide CEI convenings and events, coordinate County 

Office programs, and provide leadership for new projects, including student leadership and youth 

development.  

 

Diversity Statement:  

Because each person is born with inherent worth and dignity, and because equitable access and 

opportunity are essential to a just, educated society, SDCOE employee commitments include being 

respectful of differences and diverse perspectives, and being accountable for one’s actions and the 

resulting impact.  
 

Representative Duties: 

This position description is intended to describe the general nature and level of work being 

performed by the employee assigned to the position. This description is not an exhaustive list of 

all duties, responsibilities, knowledge, skills, abilities, and working conditions associated with 

the position. Incumbents may be required to perform any combination of these duties.  

 

Essential Functions: 

● Serve as the point of contact and coordinator for Community Engagement Initiative Peer 

Leading and Learning Network (PLLN) convenings, including student leadership, event 

logistics, translation, printing, and registration. 

● Attend, support, and lead activities at statewide PLLN convenings.  

● Manage and support highly visible and complex projects by setting goals, identifying 

tasks, and implementing schedules and reporting processes. 

● Develop and curate toolkits, resources, and materials on best practices for community 

engagement and youth development. 

● Design and deliver professional development for LEA and school site staff to strengthen 

engagement with pupils, families, and communities. 

● Facilitate resources and training that center the voices of students, families, and 

communities in decision-making processes. 

● Collaborate with SDCOE staff and department leaders to ensure quality professional 

learning, communities of practice, and project meetings. 

● Participate in meetings at the local, regional, and state levels with various agencies. 

● Supervise assigned staff, including approving time sheets, vacation requests, performance 

evaluations, coaching, and reviewing work products. 
 

Other Functions: 

● Perform other related duties as assigned for the purpose of ensuring the efficient and 

effective functioning of the work unit. 



 

Coordinator, Community Engagement Initiative                                                                            Page 2 of 3 

 

Job Requirements: Minimum Qualifications: 

Knowledge and Abilities    

KNOWLEDGE OF: 

Human centered and socially conscious leadership;  

Dual Capacity Framework; 

Community Partnerships for Systems Change (CPSC); 

Participatory Systems Change for Equity (PSCE); 

Technical assistance and coaching strategies; 

Data collection and analysis; 

Youth development practices, school/climate culture, and pupil services; 

Need of unduplicated students and LCAP priority groups (e.g. McKinney Vento); 

Implementing and evaluating large-scale events and initiatives. 

 

ABILITY TO:   

Promote a human-centered culture that elevates the strengths of others creating a sense of 

belongingness; 

Practice cultural competency while working collaboratively with diverse groups and individuals; 

Specific skill-based competencies required to satisfactorily perform the functions of the job 

including operating equipment used in profession; 

Establish and maintain effective working relationships with various agencies; 

Develop and present materials; 

Communicate clearly and concisely, both orally and in writing; 

Strong leadership, coaching, and team building abilities; 

Meet deadlines and schedules; 

Present information effectively in front of both large and small groups. 

 

Working Environment: 

ENVIRONMENT: 

Duties are typically performed in an office setting.  

May be designated in an alternate work setting using computer-based equipment to perform duties. 

This position will require travel and event coordination at statewide locations.  

 

PHYSICAL ABILITIES: 

Must be able to hear and speak to exchange information; see to perform assigned duties; sit or stand 

for extended periods of time; possess dexterity of hands and fingers to operate computer and other 

office equipment; kneel, bend at the waist, and reach overhead, above the shoulders and 

horizontally, to retrieve and store files; lift light objects. All requirements are subject to possible 

modification to reasonably accommodate individuals with a disability. 

 

Education and Experience:    

Education: 

 

Bachelor’s degree in education, education administration, youth development, 

social work, or related field; and 

 

Experience: 

 

Minimum of five (5) years of professional experience in pupil services, with 

proven success in community engagement, youth development, student services, 

and school climate/culture. Must include experience building effective partnerships 
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with TK–12 schools, leading community engagement activities, workshops, 

professional learning, and meetings, as well as at least three (3) years of managing 

people, projects, and/or programs. 

 

Equivalency: A combination of education and/or experience equivalent to a bachelor’s degree in 

education, education administration, youth development, social work, or related 

field; and minimum of five (5) years of professional experience in pupil services, 

with proven success in community engagement, youth development, student 

services, and school climate/culture. Must include experience building effective 

partnerships with TK–12 schools, leading community engagement activities, 

workshops, professional learning, and meetings, as well as at least three (3) years 

of managing people, projects, and/or programs. 

  

Required Testing 

N/A 

 

 Certificates, Licenses, Credentials 

Valid California Driver’s License 

 

Continuing Educ./Training 

N/A 

 Clearances 

Criminal Justice Fingerprint/Background Clearance 

Physical Exam including drug screen 

Tuberculosis Clearance 

 

FLSA Status:  Exempt  

 

Salary Grade   Classified Management, Grade 045  

 

Personnel Commission Approved: Sept. 17, 2025 

 

Revised: N/A 


