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Resource Coordinator Job Description 

 

General Function: 

To support the district-wide community learning center initiative of creating schools as centers of 

community, the Resource Coordinator will initiate, facilitate, and maintain programs and strategies that 

are aligned with the school’s One Plan, as well as youth and community development goals.   He/she 

develops, promotes and furthers the wisest use of community resources to create optimal positive 

impact by enhancing community and individual assets, meeting critical human service needs, and 

promoting long-term community solutions. 

 

Skills and Qualifications: 

Minimum Bachelor’s Degree in Education, the social sciences, or related field (Master’s Degree 

preferred); five years of experience in the social service arena; ability to supervise, train and motivate 

staff in order to achieve program and contract goals; ability to take initiative and organize activities; 

ability to interact with all segments of the community and contract compliance; excellent verbal and 

written communications skills; proven ability to articulate in public; valid driver’s license; and proof of 

vehicle liability insurance are required. 

 

Principle Activities: 

1) Participate as key leader in the school needs assessment process to identify gaps in service for 

students, family and community members. Work with LSDMC to establish goals for Community 

Learning Center.  

2) Engage community in partnerships that meet critical needs and support student achievement. 

Promote long-term solutions.  Integrate and align resources to Community Learning Center goals.   

3) Maintain and update agreements for all partners and programs, (using CLC partnership agreement) 

and include outcome measurements against CLC goals.   Collaborate with the LSDMC on 

monitoring effectiveness of partnerships in measurement or progress against CLC goals. 

4) Coordinate all community resources serving school, including tutoring, primary health, mental 

health, arts, recreation, afterschool, and other any other resources identified as partners in the CLC 

per the community engagement process (needs assessment) and district-wide initiatives 

5) Facilitate communication and relationship-building with community building partners, key 

stakeholders, and volunteers including participation in community groups and/or committees. 

6) Track partner and resource activity in the CLC using Learning Partner Dashboard.  

7) Prepare monthly reports for submission to school, district and agency leadership regarding resource 

activity and progress. Maintain up to date records for all programs. 
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8) Lead partnership meetings to ensure ongoing synergistic, coordinated and integrated programming 

working seamlessly with the school staff 

9) Serve as key information contact for non-school day schedule; communicate and coordinate full 

slate of activities; act as key community contact person for school & their assigned school staff.  

10) Provide supervision and coordination of programming during and beyond the school day for 

students, families and the community during extended daily hours and year long. 

 

Effect on End Results: 

1) Student academic achievement and positive behavior improvements. 

2) Increased efficiency of the Community Learning Centers. 

3) Improve social and economic vitality of the school’s neighborhood, and ultimately, the school 

district. 

4) Positive and helpful relations with all constituents. 

 

Supervision and Accountability 

The Resource Coordinator reports to the school principal and the executive director of GRAD.  Within 

the first month of school, the Resource Coordinator will conduct a needs assessment and prepare a 

campus plan/contract to be approved by the principal.  Thereafter, all reports to the main Resource 

Coordinator office documenting campus activity by the Resource Coordinator, including campus plans 

in the spring and summer will require the principal’s review and signature.   
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