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Hood River County School District 
JOB DESCRIPTION 

 
Title:   Community Education Supervisor 
 
Classification:  Administrative – Supervisor (Exempt) 
 
Reports To:  Superintendent of Schools 
 
Job Qualifications: BA/BS or higher degree with a major in one or more of the following areas: 

recreation, education, public marketing, or related field. Two years experience in 
supervising community recreation programs preferred.  Bilingual English-Spanish 
preferred.  Good communications and organizational skills, and a working 
knowledge of the community education philosophy. 

 
Work Year: 235 Days 
 
Position Function 
 
The Community Education Supervisor is responsible for the overall development, organization, 
operation and coordination of the broadly defined Community Education Program. The functions of this 
position includes the responsibility in recruiting, selection; training, supervisory and evaluation of all 
paid and volunteer staff members working with Community Education.  Job responsibilities include but 
are not limited to the following areas:  
 
• Program Development  
• Budgeting and Financial Planning  
• School and Community Relations 
• Supervision  
• Community Education Advisory Council  
 
Position Responsibilities and Program Development 
 
1. Develop / facilitate programs, classes, or activities that meet cultural, social, recreation, education, 

and health needs of all the residents of the school district.  
2. Ability to work with diverse individuals and/or groups; work with a variety of data; and utilize 

specific, job-related equipment. In working with others, independent problem solving is required to 
analyze issues and create action plans.  

3. Specific abilities required to satisfactorily perform the functions of the job include: adapting to 
changing work priorities; communicating with diverse groups; maintaining confidentiality; meeting 
deadlines and schedules; setting priorities; working with constant and sustained interruptions; 
working with detailed information/data; maintaining effective working relationships; and providing 
direction and leadership.  

4. Assure that all community education classes and activities are in compliance with district policies 
and regulations.  

5. Recruit, hire, train, supervise, and evaluate all fulltime and part time employees and volunteers.  
6. Supervise all after school, evening and weekend community education activities in the schools that 

are not directed by a school staff member.  
7. Develop and edit the quarterly course catalog.  
8. Create and maintain an extensive youth program including preschools, educational and recreational 

opportunities year round.  
9. Develop procedures for scheduling school facilities and sports fields; manage scheduling of all 

school facilities and fields by non-school groups. 
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Budgeting and Financial Planning 
 
1. Develop and Manage the Community Education Budget;  
2. Maintain appropriate financial records for all programs and activities;  
3. Prepare payroll for all personnel involved with Community Education;  
4. Develop, organize, coordinate and evaluate the overall program within the budget;  
5. Issue facility use contracts and handle billings and collections;  
6. Develops and prepares grants for special projects. 
 
Communication and Community Outreach 
 
1. Periodically survey the community on needs and interests;  
2. Solicits business and corporate financial sponsors throughout the year;  
3. Coordinates Families in the Park and the Walk-In Movies each summer;  
4. Develops an ongoing advertising campaign with the local media;  
5. Maintain continuous communication with schools and staff.  
6. Serve as a liaison between school and renters 
 
Physical Requirements: 
 
1. In an eight-hour day employee may: 
 a. Stand/Walk  {  } None {  } 1-4 hrs {  } 4-6 hrs {x} 6-8 hrs 
 b. Sit   {  } None {  } 1-3 hrs {  } 3-5 hrs {x} 5-8 hrs 
 c. Drive  {  } None {  } 1-3 hrs {  } 3-5 hrs {  } 5-8 hrs 
 
2. Employee may use hands for repetitive: 
 {x} Single Grasping {x} Pushing and Pulling {x} Fine Manipulation 
 
3. Employee may use feet for repetitive movement as in operating foot controls: 
 {x}Yes   { } No 
 
4. Employee may need to: 
 a. Bend  {  } Frequently {x} Occasionally  {  } Not at all 
 b. Squat  {  } Frequently {x} Occasionally  {  } Not at all 
 c. Climb Stairs {  } Frequently {x} Occasionally  {  } Not at all 
 d. Lift   {  } Frequently {x} Occasionally  {  } Not at all 
 
5. Lifting: 

 
{  }  Sedentary Work:  Lifting 10 pounds occasionally with frequent sitting and occasional 

standing/walking. 
 
{  }  Light Work:  Lifting 20 pounds occasionally with occasional sitting and frequent 

standing/walking. 
 
{x} Medium Work:  Lifting 50 occasionally, 25 pounds frequently with occasional sitting and 

frequent standing/walking. 
 
{  } Medium Heavy Work:  Lifting 75 pounds occasionally, 35 pounds frequently with occasional 

sitting and frequent standing/walking. 
 
{  } Heavy Work:  Lifting 100 pounds occasionally, 50 pounds frequently with occasional sitting 

and frequent standing/walking. 
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