
TITLE IX COORDINATOR 

  

 

UNIVERSAL OBLIGATIONS/EXPECTATIONS OF EACH STAFF MEMBER 
 

It is the expectation of the District that each staff member will: (1) put the safety, health and well-being 

of students at the forefront of all actions, job responsibilities and decisions, and (2) undertake all duties 

in alignment with the District’s Strategic Plan. 

 

ESSENTIAL FUNCTIONS 

 

 Ability to work with all students and staff 

 Ability to be assertive with staff members in an appropriate manner 

 Have effective time-management and organizational skills 

 Provide the School District compliance with the Title IX and associated regulations. 

 Implement Title IX and sex equity policy as established by the Board. 

 Design educational programs according to policy. 

 Monitor and evaluate Title IX programs. 

 Supervise all efforts to prohibit discrimination, exclusion, denial, limitation, or separation 

based on gender as they may apply to students and employees of the School District. 

 Ensure that procedural requirements of Title IX and District Policy are being met. 

 Administer District Title IX grievance procedure. 

 Monitor the Title IX compliance efforts. 

 Provide technical assistance to other District personnel. 

 Provide or arrange to provide for program development (including in-service training) to 

eliminate discrimination. 

 Serve as a liaison between the Montana High School Association and the District, and see that 

equity rules are honored. 

 

DESIRED MINIMUM QUALIFICATIONS 

 

 Can demonstrate creativity, vision and innovative abilities 

 (a valid Montana Teaching or Administrative Certificate) 

 Training in compliance features of the Title IX 

 Can demonstrate independent problem-solving abilities and self-direction 

 Ability to provide in-service training for administrators, teachers and students 

 Ability to effectively present information and respond to questions from parents, staff, and 

community. 

 Ability to handle stressful situations. 

 Ability to maintain confidentiality of employment and student matters. 

 Ability to effectively manage time and responsibilities. 

 Demonstrated leadership ability and general knowledge of issues and problems in all aspects of 

special education. 

 

EQUIPMENT USED 

 

A variety of electronic and technology devices, copier, telephone/voice mail, fax. 

 



WORK ENVIRONMENT 

 

While performing the duties of this job, the employee regularly works inside.  The employee must be 

able to meet deadlines with severe time constraints.  The employee frequently will work irregular or 

extended hours while performing the duties of this job. 

 

The noise level in the work environment is usually moderate. 

 

PHYSICAL DEMANDS 
 

While performing the duties of this job, the employee is frequently required to sit; occasionally walk 

and stand.   Specific vision abilities required by this job include close vision, distance vision, depth 

perception, and the ability to adjust focus.  The employee is required to be able to hear conversations in 

quiet environments. 

 

MENTAL/MOTOR DEMANDS 
 

While performing the duties of this job, the employee rarely performs routine work.  The employee 

frequently exercises flexibility (ability to shift from one task to another).  Guidance and reinforcement 

are infrequently available.  The employee frequently works within time constraints and maintains 

attentiveness intensity.  The employee is frequently involved in social interactions, which require oral 

and written communications. 

 

The physical demands, work-environment characteristics, and mental/motor demands described within 

this job description are representative of those that must be met by an employee to successfully 

perform the essential functions of this job.  Reasonable accommodations shall be made to enable 

individuals with disabilities to perform the essential functions. 

 


