
 
 
Job Title: Quest Program Coordinator Wage/Hour Status: Exempt/226 days 

 

Reports To: 
 

Director of Quest 
 

Pay Grade: 
 

Administrative 

Pay Group 3 

Dept. /School: Communications Dept. Date Revised: 1/16/2020 

 

Primary Purpose: 

The QUEST Program Coordinator will assist in providing leadership and ongoing development, implementation 
and management of out-of-school time educational enrichment programs for youth and parents. The program 
coordinator’s focus will be to provide leadership to assigned program sites through coaching, modeling, and 
administrative management. 

 
Education/Experience: 

 
 Bachelor’s degree required. 

 Supervisory experience of small to medium teams. 

 Experience in K-12 school and/or non-profit organization focused on youth. 

 Demonstrated competence in program development, marketing, and implementation. 

 Knowledge of local youth organizations. 

 
Qualifications: 

 
 Strong background in working in out-of-school time programs. 

 Excellent oral and written communication skills. 

 Experience in supervision required. 

 “Program Director” through Texas Child Care Licensing, preferred, or applicant will be required to 
obtain in accordance with District timelines. 

 
Program Management: 

 
1. Plan, create, implement, and evaluate all aspects of QUEST for students, families, and staff. 
2. Articulate the QUEST vision and mission. 
3. Manage and document program logistics, including but not limited to budget, policy, 

equipment, contracts, program participation, safety, timesheets, and data. 
4. Recruit, train and directly supervise and evaluate the personnel to ensure high program 

quality, student success, and achievement of program outcomes. 
5. Maintain working relationships with administrative management and school site staff to 

support the integration of programs into the school. 
6. Work closely with the administrative staff to communicate priorities and goals of the program 

as they align to the school while engaging and developing parent and community leadership in 
the decision-making process. 

 
Instructional Leadership: 

 
7. Coordinate and evaluate the curricula and instructional programs and make appropriate 

recommendations for changes/modifications. 
8. Research and apply best practices to the design and continuous improvement of all project 

related activities. 



Staff Management: 

 
9. Manage assigned site supervisors and program staff as required. 
10. Ensure adequate staffing for assigned programs. 
11. Assist in hiring/retaining of quality staff. 
12. Assess personnel performance and develop professional training to address gaps utilizing a 

quality control tool. 
13. Promote high expectation levels with corresponding recognition for excellence & achievement. 

 
Additional Program Management: 

 
14. Report weekly on progress, challenges, lessons learned, and any potential modifications being 

considered. 
15. Attend and participate in all required meetings and school related activities both at the school 

site and at the administrative offices. 
16. Respond to concerns of participating campus administrators and parents; mediate and 

facilitate effective resolution of conflict in a timely fashion. 
17. Assist in planning and implementation of summer programming. 

 
Other Functions: 

 
18. Ability to lead and manage multiple personnel. 
19. Ability to stand for long periods. 
20. Ability to speak in a clear and concise manner. 
21. Ability to prioritize. 
22. Ability to evaluate instructional programs and teaching effectiveness. 
23. Ability to interpret data. 
24. Ability to organize and maintain efficiency. 
25. Ability to work independently and effectively. 
26. Provides on-site support and educational guidance to QUEST staff and participants. 
27. Other duties as assigned. 

 
Supervisory Responsibilities: 

Site Supervisors 

Equipment Used: 

Telephone, voice mail, computer, printer, fax, scanner, copier, and presentation systems 

 
Working Conditions: 

Mental Demands/Physical Demands/Environmental Factors: 

Ability to communicate effectively (verbal and written) 
Ability to operate and learn new technology systems 
Maintain emotional control under stress 
Repetitive hand motions 
Prolonged use of computer 
Occasional prolonged and irregular hours 
Frequent Standing, stooping, bending, kneeling, pushing and pulling 
Frequent lifting of test materials up to 30 pounds 

 
 

 
NOTE: The foregoing statements describe the general purpose and responsibilities assigned to this job and 

are not an exhaustive list of all responsibilities, duties, or skills that may be required. 


