
MODESTO CITY SCHOOLS 

 

Job Description 

JC# 0129 

COMMUNITY OUTREACH COORDINATOR 
 

 

OVERALL RESPONSIBILITY 

 

Under general supervision, develop, coordinate and implement a community outreach program that includes 

community/business/schools partnerships and mentoring opportunities that link our community to our students and 

parents.  Collaborate with schools to increase preventive resources available to students and increase parent 

involvement. 

 

 

SPECIFIC RESPONSIBILITIES 

 

1. Serve as a liaison between the District and the community in order to increase community 

partnerships/participation at our schools. 

 

2. Provide students and their families resources they need for success in schools. 

3. Link students and their families to existing programs. 

4. Recruit, train and match mentors/business partners with appropriate students/schools. 

5. Maintain and distribute a database of partnerships. 

6. Generate community awareness of community/school partnerships. 

7. Provide guidance to partners/mentors to ensure an enriching experience. 

8. Oversee and assist with participant screening (both mentors and mentees); training of mentors, matching 

support, supervision, recognition and closure activities. 

 

9. Maintain and distribute a calendar of all activities. 

 

10. Prepare reports as directed. 

 

11. Effectively communicate and maintain cooperative relationships with those contacted in the course of work. 

 

12. Perform other duties as assigned.   

 

WORK YEAR 

 

Approved days as specified on the Management Salary Schedule  

 

 

SALARY 

 

Management Salary Schedule  

 

 

  



COMMUNITY OUTREACH COORDINATOR (continued) 

 

 

QUALIFICATIONS 

 Knowledge/Ability 

Minimum Requirements: 

Exceptionally strong organizational, interpersonal and communication skills. 

Demonstrated creativity, flexibility and comfort in working within the community. 

Knowledge of effective team building strategies and techniques. 

Knowledge of community resources and programs that serve the needs of children and their families. 

Ability to compose clear, complete and concise correspondence and reports independently using correct 

grammar, syntax, punctuation and spelling. 

Ability to effectively communicate orally in large and small group settings. 

Knowledge of and ability to use word processing, database and spreadsheet software programs to 

develop and produce correspondence, reports, publications, presentations and projects. 

  

Experience 

  Minimum Requirements: 

Two years successful experience performing management duties and responsibilities in a business, 

educational or community service environment. 

 

 Education 

  Minimum Requirement: 

   Associate of Arts Degree 

 

  Desirable Qualification: 

   Bachelor’s Degree from an accredited college or university 

 

 Physical Characteristics 

  With or without the use of aids: 

Sufficient vision to read small print. 

Sufficient depth perception to file documents. 

Sufficient hearing to hear normal and telephone conversations. 

Ability to speak in an understandable voice and with sufficient volume to be heard at a normal 

conversational distance and on the telephone. 

Sufficient dexterity to manipulate small objects, print or write legibly, operate telephone, use computer 

keyboard, typewriter and other business machines. 

Sufficient physical ability to sit or stand for prolonged periods of time. 

Sufficient physical ability to reach horizontally and vertically with arms. 

 

 

REPORTS TO: 

 

Superintendent or designee 

 

 

Board Approved:  4/10/00 

 

Cabinet Approved:  11/22/11 

Board Approved:  1/17/12 


