
HOOD RIVER COUNTY SCHOOL DISTRICT 
ADMINISTRATOR JOB DESCRIPTION 

 

 

I:\Personnel\PERSONNEL DATA\Job Descriptions\Excel Program Grant Administrator.9.4.13.doc 
Revised August 23, 2013 

Job Classification:  ExCEL Program Administrator 

 
Job Title:  ExCEL Program Administrator 
 

Job Purpose Statement: The ExCEL (Extended Community Enriched Learning) Program 
Administrator is responsible for the overall development, organization, operation and 
coordination of the 21st Century Community Learning Center grant and associated 
activities. Facilitate student success in academic (reading and math) and interpersonal 
skills through implementing research validated programs and best practices methodology; 
establishing student learning goals; documenting student progress and providing 
feedback to student, parents and classroom teachers.  This position reports to the Chief 
Academic Officer.  
 
Essential Job Functions: 

 Develops and facilitates programs, classes and activities as set forth in grant 

application. 

 Collaborates with district and building personnel as well as community partners to 

implement programs and achieve program goals. 

 Supervises and evaluates staff hired under grant.  

 Facilitates professional development opportunities for grant staff to ensure outcomes.   

 Intervenes in occurrences of inappropriate behavior of students and/or parents for the 

purpose of assisting students in modifying inappropriate behaviors. 

 Manages program administrative functions for the purpose of meeting grant goals.  

 Develops budgets; monitors spending for the purpose of achieving program goals. 

 Supports staff for the purpose of assisting with their job functions and maintaining 

overall grant operation. 

 Presents information regarding grant and progress toward program goals. 

 Prepares documentation for the purpose of required grant reporting. 

 Provides positive leadership and supervision to site staff which may include 

instructional assistants, interns, field experience students, and volunteers. 

 Ensures a relationship bond is established between parents and EXCEL personnel and 

activities.  

 Meet with the Site Coordinators on a monthly basis, or as requested, to assess progress 

toward meeting program objectives. 

 Facilitate in meetings with school staff to plan integrated activities or when EXCEL 

topics are under discussion. 

 Assume other duties as needed. 

 
Other Job Functions:  

 Performs other work as assigned by the Chief Academic Officer. 
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 Maintains consistent and predicable attendance to meet the requirements of the 
position. 

 
Experience Required: Paid experience working with ELL, Title I students.  Paid 
experience working with after school or extended year programs.  Experience and 
knowledge of community resources.   
 

Skills, Knowledge and/or Abilities Required: 
Skill and ability to provide lead direction to program staff;  strong presentation and 
outreach skills; marketing skills to promote program; effective communication skills, both 
verbal and written;   
 
Knowledge and understanding of the needs and issues related to the student population 
served; knowledge of best practices in student manage and age appropriate discipline; 
knowledge of best practices in grant management and budgeting.  
 
Ability to perform basic mathematical calculations; ability to utilize technology in the 
performance of daily work activities; ability to utilize current computer programs to 
manage work activities; ability to effectively supervise and evaluate program staff and 
provide input to building administrators on performance;   
 
Education Required:  Bachelor’s Degree or higher level degree in Educational 
Leadership, Curriculum and Instruction or Education.   
  
Licenses, Certifications, Bonding, and/or Testing Required: Valid Oregon Teaching 
and Administrative License; Valid Driver’s License and evidence of insurability.  Pass 
criminal background check and district pre-employment drug screen.  Complete annual 
employee mandatory trainings.   
 
 
Physical Requirements: 
 
1. In a typical day employee may: 
 a.  Stand/Walk  {  }None {  }1-4 hrs {  }4-6 hrs {x}6-8 hrs 
 b.  Sit   {x }None {  }1-3 hrs {  }3-5 hrs {  }5-8 hrs 
 c.  Drive  {  }None {x}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: 
 {  }Yes   {x }No 
 
4. Employee may need to: 
 a.  Bend  {x}Frequently  {  }Occasionally  {  }Not at all 
 b.  Squat  {x}Frequently  {  }Occasionally  {  }Not at all 
 c.  Climb Stairs {x}Frequently  {  }Occasionally  {  }Not at all 
 d.  Lift   {x}Frequently  {  }Occasionally  {  }Not at all 
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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. 

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

{x} 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. 

 
  
 

Mandatory Child Abuse Reporting 

 

As mandatory reporter (ORS.419b.010) you are required to immediately report to Law 
Enforcement and or Department of Human Services, any instances of suspected child abuse. 

 

 

I, ____________________ have read and received a copy of this job description, and understand 
that a copy of this job description will become part of my personnel file.    

   

 

____________________________                              __________________ 

Employee Signature     Date 

 

 

 

 

  

 

 


