
 
 
 
 
Job Title: PBIS Program Coordinator   
Reports to: Building Principal 
Work Schedule: 7.0 hours per day, 180 days per year 
Salary: Salary Schedule #06 – D – Non-Represented 5 
 
Job Summary:   
This position will be responsible for the oversight of behavioral concerns and ensuring that school wide 
expectations are being met.  The Coordinator will work with the school community to define and enforce 
behavioral expectations within our student body and provide preventive educational services to students and 
staff to limit behavior concerns within the school setting.  In addition, the Coordinator will serve as the primary 
interface between the school and the students' homes, ensuring consistent and timely communication from the 
school.  The Coordinator will play an integral part in our school community by increasing family involvement at 
our school and communicating with families regularly about school wide expectations.  The Coordinator will serve 
as a point person for implementing and overseeing PBIS initiatives to ensure that character education is an 
integral part of our education expectations. The Coordinator must be able to work collaboratively with our 
teachers and administrative team to ensure that students with high behavioral needs are succeeding both in the 
classroom setting and throughout the school community.  
 
Minimum Qualifications: 
 High School diploma or equivalent 
 College preferred 
 Previous experience working with Native American students and community 
 Previous experience working with children required 
 Valid Washington State Driver’s license and evidence of mobility 
 Experience and/or training with cultural, ethnic, and language diversity preferred 
 Successful Washington State Patrol and Federal Bureau of Investigation Fingerprint Clearance 
 Proof of Immunization (if born 1/1/57 or later) 
 I-9 Employment Eligibility in compliance with the Immigrations Reform and Control Act 
• Completion of all district-required training within thirty (30) calendar days from hire date 
 
Essential Job Functions:   
This list of essential job functions is not exhaustive and may be supplemented as necessary.  Depending upon 
individual assignment, the employee may perform all or a combination of several of the following duties: 
 Dedicated to improving THHS's PBIS policy on and implementing additional practices to improve the school 

culture for behavioral expectations 
 Serve as the point person for enforcing behavioral expectations and implementing PBIS/District 

consequences for our student population 
 Serve as a point person for de-escalating students in crisis and helping them utilize coping strategies to self-

regulate 
 Provide educational classroom workshops to students on making good behavioral choices and 

understanding school-wide behavior expectations 
 Ensure school staff members are supported in successfully implementing PBIS systems 
 Maintain a SWISS and Skyward data entry and establish an efficient communication system for school staff 

to be aware of disciplinary actions 
 Work with individuals and small groups of students who have difficulty in meeting the behavioral 

requirements of the school 
 Create and implement behavior intervention plans to help support students who are having difficulties in 

the instructional setting 
 Serve as a point person for families regarding student discipline and behavior 
 Meet and discuss disciplinary incidents and actions with parents and students 
 Work with Principal for implementing school suspensions 
 Implement character education programs for student body and assemblies aligned with our PBIS 

expectations throughout the school year 



 Coordinate and oversee our HAWKS PRIDE program, which highlights when students and classroom 
communities exhibit behaviors aligned to our core character education values 

 Plan activities that promote our positive school culture 
 Maintain consistent presence at assigned worksite and regular work hours 
 Professionally interact with students, staff, and public 
 Comply with all district policies and procedures 
 Perform related duties as assigned 
 
Desired Skills:   
 Knowledge of child development 
 Excellent collaborative skills and organizational skills 
 Ability to be both nurturing and strict in dealing with students 
 Proven ability to create and maintain excellent relationships with students and their families 
 Candidate should be familiar with discipline procedures and laws  
 Ability and willingness to improve school culture and school community 
 Professionally interact with students, staff, and public 
 Ability to gather, track and enter data into computer  
 PBIS knowledge and training is preferred 
 Sensitivity to the awareness of the needs of Native American students and other diverse student groups 
 Ability to work effectively in the Native American community and school district organizational structure 
 Ability to organize and be self-directed 
 Ability to communicate effectively orally and in writing 
 Must possess sincere interest in and empathy for multicultural students 
 
Work Environment:   
The work environment characteristics described are representative of those an employee encounters while 
performing the essential functions of this job.  This is an office job.  The employee is confined to a work area; 
required to have precise control of fingers and hand movements; experiences constant interruptions and 
inflexible deadlines; must be able to work at a computer monitor for prolonged periods; and must be able to 
crouch, crawl, bend, kneel, and lift/move objects such as files, boxes, etc.  The employee is required to deal with 
distraught and/or angry persons and is exposed to infectious diseases carried by children.  The noise level in the 
work environment is acceptable to this particular environment and can vary depending upon daily activity but 
will remain within acceptable ranges. 
 
Evaluation: 
The position shall be evaluated periodically by Building Principal pursuant to the currently established district 
procedures and evaluation criteria.  The process shall include an evaluation of the employee’s performance of 
the above essential job functions.   
 
Classification History: 
Job description developed September 2017. 
Job description revised June 2018. 
Job description revised September 2018. 


