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Job Description

Job Position
Title /| Name:

Community Service Program Administrator

Area / Building:

Extended Learning / MSHS Campus

Reports to: Community Engagement Coordinator (Classroom without walls)
Position Code: X

Elaborated by and Version 2

date: 11/May/2026

The Community Service Program Administrator coordinates the day-to-day operation,
implementation, and continuous improvement of ASFM’'s Community Service Program and
experiential learning initiatives. This role manages community partnerships, coordinates
service opportunities, oversees student participation processes, and monitors program
outcomes to ensure meaningful, high-quality experiences aligned with the program’s

Position educational objectives and graduation requirements.
Overview:
The role contributes to the program’s mission of connecting students with meaningful
opportunities to engage with their communities. By facilitating experiences that expose
students to local challenges and community needs, the Administrator supports the
development of social awareness, civic responsibility, and personal growth, while fostering
strong_; and mutually beneficial partnerships with community organizations.
Program Operations & Coordination
e Coordinate the day-to-day operation and implementation of the Community Service
Program and related experiential learning initiatives.
e Manage the planning, promotion, registration, selection, logistics, and execution of
community service opportunities and events.
e Ensure program activities align with institutional policies, timelines, risk management
procedures, and program objectives.
e Maintain accurate program records, documentation, communications, and operational
systems.
2. Student Engagement & Participation
Key e Oversee student participation processes, including registration, communication,

Responsibilities

attendance verification, service hour documentation, and follow-up.

e Monitor student progress toward graduation service requirements and proactively
communicate expectations and requirements.

e Connect students with meaningful service opportunities that support program
objectives and community needs.

e Promote student engagement, accountability, and commitment to community service
experiences.

3. Community Partnerships
e Develop, maintain, and strengthen relationships with community organizations and
external partners.
e Identify, evaluate, and coordinate service opportunities that provide meaningful
experiences for students and community partners.
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e Maintain ongoing communication with community organizations to coordinate service
opportunities, support student participation, gather feedback, and strengthen
partnerships and community engagement programming.

4. Data Tracking, Reporting & Analysis

e Maintain accurate records of student participation, service hours, attendance, program
completion, and partnership engagement.

e Prepare reports, dashboards, and documentation related to program participation,
outcomes, and graduation requirements.

e Analyze participation trends and program data to identify opportunities to improve
student engagement and program effectiveness.

e Collect and organize evidence of program outcomes, student learning, and community
impact.

5. Program Quality & Continuous Improvement

e Evaluate program effectiveness and educational impact using participation data,
stakeholder feedback, and program outcomes to ensure alignment with program
objectives.

e Monitor community service activities and partner programs through site visits,
observation, and stakeholder feedback to ensure high-quality experiences.

e Recommend and implement improvements to strengthen program quality, efficiency,
student engagement, and community impact.

e Support the development and expansion of community partnerships and service
opportunities.

Interacts and/or
collaborates
with:

Internal

Experiential Learning Coordinator (Direct Supervisor)

Students members of CCE Student Office

Students volunteering in the programs/activities

School Counselors, Head of Grade Level, and Dean of Students

External
Community Partners and Organizations
Parents

Job Profile:

Highest Level of Education:

Bachelor’s degree in Business Administration, Entrepreneurship, Engineering, Architecture,
Design, or a related field.

Bilingual in English and Spanish required.

Experience: (# of years and doing what specifically)
Minimum of 3 years of experience in program coordination, project management, community
engagement, experiential learning, or related educational or nonprofit environments.

Knowledge, Skills, and Competencies
e Strong organizational and operational coordination skills with the ability to manage
multiple projects, timelines, and priorities effectively.
e Experience working with community organizations, student programs, or experiential
learning initiatives.
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Strong interpersonal and communication skills to engage effectively with students,
staff, families, and external partners.

Ability to build and maintain positive relationships with internal and external
stakeholders.

Proficiency in data tracking, reporting, and basic analysis to support program
monitoring and decision-making.

Strong problem-solving skills, initiative, and attention to detail.

Proficiency in Google Workspace, spreadsheets, and digital data management tools.
Ability to work independently and collaboratively in a dynamic, fast-paced environment.
Commitment to student-centered practices, confidentiality, professionalism, and
continuous improvement.

Preferred Qualifications:

Experience in community service, experiential learning, or student engagement within
an educational setting.

Familiarity with program coordination, volunteer management, or partnership-based
initiatives.

Work
environment
and conditions:

This is a dynamic, school-year based role that combines office-based coordination with off-site
engagement in community settings. The position involves both administrative work and regular
visits to community partner sites as part of program coordination and quality assurance.

The role requires occasional weekend involvement during the school year to support
scheduled community service activities. Weekend participation is activity-based and not
required on a weekly basis.

The position follows the academic calendar, with extended downtime during the summer
period alig_;ned with school breaks.
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