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July 2018 
Human Resources & Equal Employment Opportunity 

 

 
 

Position: Lead Program Coordinator Position Number: 
Department/Site: Area’s office FLSA: Non-Exempt – (Classified 

CSEA) 
Reports to: Director, dean, or other administrator in 
assigned area 

Salary Range:  34 

 
REPRESENTATIVE DUT IES: 

 

The following is a list of duties that is representative of the position that includes but is 
not limited to: 

 

�x DirTc 0.<</MCIi15  ucatio nal institutions, community 
agencies and organizations, private industry partners, program participants, and 
potential program participants, and county and state-level organizations regarding 
matters affecting their participation, including the content and structure of trainings, 
program goals and initiatives, and resource acquisition. 

�x Establishes work plans for assigned projects and arranges for the recruitment and 
assignment of personnel. Directs staff activities and adapts to changing conditions. 

�x Meets with advisory committees, as requested, to report on the programs and to 
receive input and guidance regarding program activities and evaluation; works with 
the advisory committee chairperson(s) to develop meeting agendas, determine topics, 
dates and times, and possible presenters 

�x Coordinates all aspects of trainings and program meetings, including identifying 






