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VII.E.1.a Job Descriptions and Responsibilities 

 

 

HIRED STAFF Lacey Grijalva 
JOB TITLE Program coordinator-Family Engagement Coordinator 
PREVIOUS JOB 
TITLE 

Learning Support Coordinator 

CREDENTIALS 

 BA Journalism, University of Arizona 
 MA Education, Northern Arizona University 
 More than 7 yrs experience working with students and community 

members from diverse and at risk populations 
 

DATES OF 
EMPLOYEMNT 
IN PRESENT 
POSITION 

July 2016-Present 

OTHERS 
CONCIDREED 
FOR THIS 
POSITION: 

Yes – Procedures for competitive process were followed. Refer to the 
following section as this is being reported by Human Resources: USP IV.K.1.a 

EXPLANATION 
OF 
RESPONSIBILI
TIES 

 Coordinates the activities and functions of designated programs.  
Analyzes, evaluates and ensures that the goals and objectives for the 
program are accomplished according to established priorities, time 
and funding limitations or other specifications. 

 Review the assessment of the District’s existing family engagement 
and support programs, resources, and practices, focusing on students 
who are struggling, disengaged, and/or at risk of dropping out. 

 Develop strategies to provide information to families about the 
services, programs, and courses of instruction available in the District 

 Participates in the development and implementation of the outreach 
and recruitment plan for Family Engagement resources  

 Learns how families best meet the needs of their children  
  Collaborate with local colleges and universities as well as community 

groups and resources to provide relevant information and guidance to 
families designed to improve the educational outcomes for all 
students. 

  Assist in preparing and implementing relevant reporting data on 
prevention activities and family resources. (USP) 

 Plans, facilitates, and evaluate  staff development for district personal  
 Provide information for family engagement in the Continuous 

Improvement Plan for School Community Liaisons. 
 Collect, review, and analyze USP School Site Family Engagement 

reports. 
 Supervise staff at two centers 
 Coordinate FRC and district childcare 
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VII.E.1.a Job Descriptions and Responsibilities 
 

 

HIRED STAFF Tanisha Tatum  
JOB TITLE Program Coordinator  
PREVIOUS JOB TITLE Learning Supports Coordinator  

CREDENTIALS 
 Bachelor of Arts, Elementary Education  
 Master of Education, School Counseling and Guidance  

DATES OF 
EMPLOYEMNT IN 
PRESENT POSITION 

March 2016  

OTHERS 
CONCIDREED FOR 
THIS POSITION: 

Yes – Procedures for competitive process were followed. Refer to the 
following section as this is being reported by Human Resources: USP IV.K.1.a 

EXPLANATION OF 
RESPONSIBILITIES 

 Coordinates the activities of the program with interrelated activities, 
other programs, and departments/schools  

 Supervises and evaluates assigned personnel  
 Provides training/Professional Development related to programs 

coordinated: McKinney-Vento 
 Monitors program expenditures 
 Confers with and advises staff, students, community members, or others 

of program goals and objectives, and of the means to achieving those 
goals and objectives 

 Collaborates with community, governmental and social service agencies 
(Pima County Juvenile Court, Foster Ed, CODAC, Shelters, DCS, Cenpatico, 
HUD, YOTO, United Way, Pima Collaboration to End Homelessness, 
Goodwill Metro, etc.)  

 Creates and maintains new community partnerships  
 Prepares reports and records on program activities/progress 
 Adheres to all federal and state laws, court orders, and District policies 

and regulations 
 Provide coordination between TUSD, the courts, and court schools to 

transition students  
 Attends and organizes group home, juvenile court, and McKinney-Vento 

Liaison meetings- collects data documentation and data correlations 
 Serves as a resource (support services) to all TUSD stakeholders  
 Oversees Delinquent and Neglected Homeless Youth- TUSD Homeless 

Liaison  
 Communicates with Arizona Department of Education regarding 

Homeless, Neglected and Delinquent programs  
 Supervises and monitors Duffy Clothing Bank  
 Attends professional conferences at state levels, community activities and 

other meetings representing TUSD 
 Provides Outreach to TUSD stakeholders at local events  
 Seek donations for Duffy Clothing Bank and FRCs 
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TUSD 
CLASS[FlICATlONI m lE 
PROGRAM COOR I ATOR 

SUM.MAiRY 

COD E:: 92243 
UN liT: Exempt 
Coord (EX!CI 
G'RADE: 2 
IFLSA: Ex empt 

Cocmlln,a es the aciiMiiies and func i ions of designa!ed programs. Analyzes, ev u,a'ces and ensures iihat 
t he 'g.oals. and 'objectives for the Ilfog:m:m are aooom;p shed aoool'.ding to, esiabliiShed priooim-s. time and 
funding !'imitations or oiher s eci ' caiiorllS. 

[A "program- re~ t o carryingl oui a specific sE!INice '00' specj fic ac1iviiy in a department or tile dr.stric ] 

Not e: Speci'lic summary inrorma~o relating to t he prog;ra:m rOO' iihiiS posil!ion w ill be prollided by ~ 
departmeni and approved y uman Resou:rces 

MINIMUM IREQUIREMElNl'S 
Bachelor's egree. 

AND 
Four years 0 ·experience admin~stering or cocm:finalingl rograms. 

O:R 
Eigh~ (8) years of prog;ressiveexperience admi nister ing or cocm:fina 'ng programs. 

KnoWdg,e and ability t o lise wmd processing, dai abase, and spreadsh eet programs.. 

One (1) year ,of s!UpE!INisory experience. 

KnoWdge of federal and stat e g islaliillE! requirements l'E!\Iated to specific program. 

Amy combination of experience. trainingl, or ·education. 

P,REFERRE1D Q'UAlJIlFIl CAJIION S 
Mas ,er"s. Degree. 

ADUllilONAl lREQUIREMENilTS AFTER HIRE 

Pmof of immunity t oO rubeol8J (measl es) and rubel a (Gemna measles) , or proof of MMR immunizalfon. 

ESSENITIIAL FUNClll0N S 
liHE US1i OF ESSENITIAL FUNClll0NS IS NOT EXHAUS,TIVE AiND MAY BE SUP,PL EMEINiED. 

Cocm:final.es iihe acliMii ies o' the ~gra:m ·tIl inier related ac1iviiies. or w i o!her programs or 
,departments or schools .. 

Supervises and evalua"es assi gn ee! personnel 

Pmvides training. orga~e conferences and d'i air committees relat ed toO program. 

Develops and recomm ends new or f'€!'Ij'jsed program goals anel ot>j ec1Jives. Deve.lops and iJnple<menis 
action llIans. 
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Develops and schedu es progmm wort plarlS based upon ·estab lislhed priorities. lim e an fundmg 
lirnillations or ,other specifications" 

Mon~cm; and app<rov es program expendiiUFeS. repares or assists wi fu d'irlil 'Of blJdg;e' proposals. 

Confers wilh a d adill'ises sta • students.. .community mem bers, or others 0 rogram goals and 
,obj;ecliwes. and ,of !he mearlS to achi:evfng those go' s and objecii .... es .. CoIlalxlra es w ilb com murUty. 
'go .... ernment a dl or social service agen~s as needed .. 

Prepares period'ic reports , ~nancia statemen.ts and records on prog ram actiY lies. progr·ess or status . 

Adhe;res to" I federal and state laws. ·court orders , and District pc4icres and regura~orlS . 

MENfTAL TASKS, 
Comm un ic at es. Reads . Comprehends. Performs. funciions from writ'..e an '00 inslrUc ' ons and from 
,Obserill'irlil ,otIhers~ E .... a l\Jates writ'..e. materia lls. 

PlI-IYS'ICAL TASKS, 
Work irwolives. !he pena:rmance of d .. es where physi cal ex.erno is n.a norm Iy requ:ired in perfurm all 
a;spects of IIu! j ob·. Assi sllmce is ava a'b as rcequired ro perform pt\ys ica l ~y ,demand'ing tasks.. Wonk 
invol>.-es sftting far extended periods ,of lime, requ iTes moving f rom ,one ocalio '0 a oth~. reaching, 
stoopingl, bendi g, and holdJrlil and ,g;r.3Spirlil ,obj;ecls~ V isu weakness m s n.a prohibit the performance 
,of assigned d:Ullies. Verbal ·communicat i .... e abil'ity may be requiTed of ublic contac positions. 

Eg'llJIPIMENT, II OS , TOOLS, MA ERIALS 
Uses ,offi:oe· equfpment sucll as telepoo e, comput~. printer and copi~. 

'WORKING, CO'NDmON,S 
I'ndoOf .. OfficeenviFonmen ' Con!ru::t wilh employees. students and pub lic . 

CONITROL., SUPERVIS'IONI 
May coOfdjn.a·e, monitor or su pervise tlhe ac1Wities 0 subord inates~ 

M: JOIB 92243 
NS'I-: IiI6 
RE'jjse~ 511.3 
LJSP RE'I1B!1'ed 5l1 3 
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