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JOB TITLE:    Blue Mountain Early Learning Hub Coordinator                        
DEPARTMENT:   Instructional Services  
REPORTS TO:   Assistant Superintendent 
FLSA STATUS:   Exempt 
PREPARED BY:  Human Resources  
 
SUMMARY:   
The Early Learning Hub Coordinator provides administration and oversight of Blue Mountain Early 
Learning Hub (BMELH);  The Coordinator also performs relevant grant related duties in coordination with 
Blue Mountain Early Learning Hub governance board and assist in coordination of tasks for the Blue 
Mountain Early Learning Hub in areas of health, safety, and education, with a focus on systems 
navigation and marketing. 
 
KNOWLEDGE: 
 

QUALIFICATIONS: 

 To perform this job successfully, an individual must be able to perform each responsibility 
and essential functions satisfactorily.  The requirements listed below are representative of the 
knowledge, skill, and/or ability required. Individual will hold a valid driver’s license and have 
reliable, insured transportation. 

 
 EDUCATION / EXPERIENCE: 

 Current valid Oregon teaching license with Elementary Education endorsement or the ability 

to obtain appropriate licensure 

 Knowledge of principles, practices, trends, goals and objectives of P-3 education 

 Knowledge of applicable federal, state, and local laws, codes, regulations, policies, 

procedures, and case law related to assigned activities 

 Early Childhood Endorsement, preferred 

 ELL Endorsement, preferred 

 Experience in grant management 

 Experience in public presentations 

 

 

SKILLS: 
 

 Ability to navigate systems as it relates to early childhood 

 Ability to work as part of a cross systems collaboration, foster coordination between service 
providers, and increase community capacity 

 Ability to plan, organize and administer assigned areas of responsibilities 

 Ability to operate technology hardware and software necessary to perform assigned 
duties/responsibilities; 

 Ability to communicate effectively, both orally and in writing 

 Ability to plan, organize and prioritize work to meet multiple schedules and deadlines 

 Ability to work independently and as a member of a team 

 Ability to use effective customer service skills to establish and maintain cooperative and effective 
working relationships 

 Ability to work well with others and independently; Focuses on resolving conflict; Maintains 
confidentiality; Listens to others without interrupting; Keeps emotions under control; Remains 
open to others’ ideas and contributes to building a positive team spirit 

 Ability to communicate fluently in English, verbally and in writing; Ability to effectively present 
information and respond verbally, in writing to the most sensitive inquiries or complaints from 
parents, administrators, school staff, community partners and the general public 

 Ability to read, analyze and interpret general business periodicals, professional journals, technical 
procedures or governmental regulations  

 Ability to write reports, business correspondence, procedure manuals, speeches and articles for 
publication that conform to prescribe style and format 
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 Ability to define problems, collect data, establish facts and draw conclusions; Ability to interpret a 
variety of technical instructions furnished in mathematical or diagram form and deal with several 
abstract and concrete variables 

 Proficient in the use of computer, Internet based applications and variety of software, including 
but not limited to databased software,  Microsoft Office Suite (Word, Excel, Outlook, and 
PowerPoint) and Google  

 Exhibit cultural competency and sensitivity with the ability to communicate effectively with all 
cultural groups 

 
 
RESPONSIBILITIES and ESSENTIAL FUNCTIONS: 
Meets the standards of Competent and Ethical Performance as outlined in Oregon Administrative Rules 
(ORS 584-020-000 to 584-020-0045.  The following are the Responsibilities and Essential Functions of 
teacher duties; however, any one position may not cover all responsibilities and essential functions and 
may not cover all duties an employee is expected to perform. 
 

Planning: 
1. Plan and implement shared professional development opportunities 

2. Attend all relevant meetings and participate in committees 

3. Coordinate with the IMESD business office during audits and budget cycles 

4. Coordinate activities related to BMELH grants and other funding streams 

 

Implementation: 
1. Participate in BMELH activities outlined in the work plan and strategic plan 
2. Attend meetings and promote alignment between PreK-Grade 3 teachers 
3. Manage the Systems Navigation Initiative associated with the BMELH 
4. Coordinate existing services in the areas of health, safety, education across the BMELH 

region 
5. Organize and implement the BMELH grant allocation process 
 
Assessment and Use of Assessment Information: 
1. Assist in synthesizing and analyzing data 
2. Analyze grant opportunities for the BMELH and initiate the grant application process 
3. Monitor interventions and programs funded by grants to ensure compliance with grantor 

guidelines 
 
Communication: 
1. Assist in accurate and timely dissemination of information 
2. Maintain effective and productive communication with community partners 
3. Manage and update the BMELH website, newsletter and other forms of marketing 
 
Professional Leadership and Conduct: 
1. Exercise tact, diplomacy, independent judgment and aptitude for handling and processing 

privileged information with professional integrity 

2. Identifies professional strengths and limitations and sets and meets performance goals 

3. Strives to improve professional competence through an ongoing program of reading, 

workshops, seminars, conferences, classes and other professional development activities 

4. Creates a positive work environment by; 

a. Tolerating others’ points of view 

b. Soliciting input from others 

c. Resolving conflict at the lowest level possible 

d. Responding effectively to crisis situations 

e. Demonstrate sensitivity to issues related to gender, sexual identity or orientation, social 

and economic status, ethnicity, race, language and religion 

5. Follow IMESD procedures, especially as outlined in the Staff Handbook, and assists support 

staff to do the same 

6. Promote and participate collaborating with regional and statewide partners 
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7. Keep current on effective PreK and K-12 curricula, programs and resources 

8. Maintain a professional code of ethics and confidentiality when working with partners 

9. Have knowledge of state contract requirements and coordinate the BMELH contract renewal 

process annually 

10. Ensure compliance with grant requirements, expectations, and reporting with local, state and 

federal partners 

 

Other: 

1. Perform other duties as assigned by the Assistant Superintendent  

2. Specific responsibilities and essential functions related to assignment ( ____ have) or 

(_____ have not) been attached 

 
EFFORT: 
 

Mental:   

 Make decisions, assess risk, perform complex work and proceed with insufficient 
information 

 Ongoing shifts in priority and demands require the need for review and integration of 
diversified functions and interests 

  
 
Work Place: 

 Perform multiple tasks simultaneously 

 Comply with IMESD Performance Standards 

 Work effectively with and responds to people from diverse culture or backgrounds 

 Maintain emotional control under stress 

 Demonstrate professionalism and appropriate judgment in behavior, speech, and dress in 
a neat, clean, and appropriate professional manner for the assignment and work setting 

 Performs duties in a courteous and efficient manner that builds the confidence of staff, 
students and the public being served by IMESD 

 Confer regularly with immediate supervisor 

 Use and maintain IMESD building property, equipment and materials appropriately 

 Follow all IMESD policies, work procedures and reasonable requests by proper authority 

 Maintain the integrity of confidential information relating to data, students, parents, staff 
or IMESD patrons 

 Fulfill duties associated with Mandatory Reporting for suspected child abuse or neglect.  

 Use or relay personal and agency information only in the course of performing assigned 
responsibilities and in the best interest of the individuals involved 

 Develop job skills necessary to meet changes in the position 

 Have regular and punctual attendance at work and work activities, punctual in meeting 
deadlines, attending meetings, following schedules, respond to management directions 
and solicits feedback to improve performance  

 This position will require travel to and from school locations in the IMESD service area 
and may be required to travel on overnight assignments 

 
Physical:   

 The physical demands described below are representative of those that must be met by 
an employee to successfully perform the responsibilities and essential functions of this 
job.  

 
 
 
PHYSICAL REQUIREMENTS FOR RESPONSIBILITIES AND ESSENTIAL FUNCTIONS 
In 8-hour workday, this job requires: 

 
 R - Rarely (Less than .5 hrs per day)   O - Occasionally (.5 – 2.5 hrs per day) 
 F - Frequently (2.5 – 5.5 hrs per day)   C - Continually (5.5 – 8 hrs per day) 
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 NA – Not Applicable 
 

Physical Requirements NA R O F C 

Sitting    X  

Stationary Standing    X  

Walking (level surface)     X  

Walking (uneven surface)   X   

Crawling  X    

Crouching (bend at knees)    X  

Stooping (bend at waist)     X  

Twisting (knees/waist/neck)    X  

Turn/Pivot     X  

Climbing (stairs)    X  

Climbing (ladder)  X    

Reaching overhead    X  

Reaching extension    X  

Repetitive use arms     X 

Repetitive use of wrists     X 

Repetitive use hands squeezing   X   

Fine manipulation     X  

Using foot control  X    

*Pushing/Pulling 
      Maximum weight:  40 lbs. 

  X   

*Lifting/Carrying 
      Maximum weight: 40 lbs. 

   X   

 
*Identify items typically moved: 
_____________________________________________________________________________ 

 
WORKING CONDITIONS:  
   

 This position involves working at the Pendleton IMESD campus and the Blue Mountain Early 
Learning Hub. 

 This position involves working inside and outside the school building.  Work is predominately inside, 
however outside work will occur in all weather conditions. 

 This position is a full time, 200 day, ten-month position.  The typical workweek is M-F, 8 hours a day.  
There will be occasional prolonged and/or irregular hours, in addition to traveling for overnight 
assignments. 

 Any changes in contract days will be stipulated in each individual contract. Salary and benefits to be 
established by the IMESD Licensed Association in accordance with negotiated agreement with the 
IMESD Board of Directors. Schedule and assignment will be established by the Assistant 
Superintendent. 

 
ADDITIONAL INFORMATION: 
 
Employee Unit:   IMESD Licensed Association 
Pay Grade:    Column 1 - Step 6 to  Column 6 - Step 16 
Approved by:   Jerry Copeland, HR Director 
Last revised:   April 14, 2020 
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NOTE:  
 
IMESD believes that every individual makes a significant contribution to our success.  That contribution 
should not be limited to assigned responsibilities.  Therefore, this position description is designed to 
define essential knowledge, skills, responsibilities, effort and working conditions but should not limit the 
incumbent nor the organization to the work identified.  It is our expectation that every employee will offer 
his/her services wherever and whenever necessary to ensure the success of the District’s goals.   
 
EMPLOYEE STATEMENTS: 
 
“I have reviewed the above position description and understand its contents.” 
 
“I am aware that my position description may be revised and updated at any time and once notified of 
changes, I remain responsible for knowledge of its contents.” 
 
“I am aware that my position description is not a contract of employment or a promise or guarantee of any 
specific terms or conditions of employment with IMESD.” 
 
“I hereby certify that I possess the physical and mental ability to fulfill the essential 
responsibilities/functions with or without accommodation(s).  If I require accommodation(s) in order to 
fulfill any or all of the essential responsibilities/functions, I agree to provide information to the District 
regarding the requested accommodation(s).” 
 
_________________________  _________________________  __________ 
Employee Name (print)   Employee Signature   Date 
 
 
_________________________  _________________________  __________ 
Supervisor Name (print)   Supervisor Signature   Date 
 
 
 
 
 


