CLASS CODE 4412 

CLASS TITLE:       Special Events Coordinator
(Certified)
PRIMARY  FUNCTION:  To organize and administer special events for McCracken County Public Schools.

BASIC REPRESENTATIVE DUTIES/ESSENTIAL FUNCTIONS:

· Organizes and administers special events for McCracken County Public Schools.

· Provides leadership in the selection of programs to take place using MCPS facilities.

· Prepare and assist in preparation of reports, records and other documentation as required.

· Accumulate and research data, documents and other pertinent information as required.

· Assure compliance with federal, State and District policy, administrative procedures and negotiated agreements as applicable to assignment.

· Fosters good school-community relations by keeping the community aware of and responsive to the school’s special event programs.

· Assumes responsibility for the organization, scheduling, and bookkeeping of all special events and programs.

· Acts as a consultant to the administration on matters pertaining to the special events program.

· Holds meetings with personnel, community members, and sponsors when necessary to keep them informed of all matters pertaining to special events.

· Supervises all ticket sales and fund-raising events connected with the special events programs and assumes responsibility for the proper handling and accounting of all moneys involved.

· Arranges all details of the needs of featured guests for special events programs.

· Makes all necessary arrangements for the use of district fields and facilities.

· Works in cooperation with appropriate staff and community members to publicize through media outlets upcoming special events.
· Attends all special events and obtains adequate personnel to ensure a smooth operation on all fronts.

· Informs featured special events speakers, performers, etc. of the pertinent details of their participation (time schedule, dressing facilities, etc.)

· Develops schedule posters and pocket schedules as needed for use in publicizing all programs.

· Provides content for web page for all special events related updates and news.

· Records commonly maintained by the Special Events Coordinator include:

· Financial reports, income and expenditures, receipts by event
· Minutes of all meetings concerned with special events
· Schedules of all special events compiled in a continuing file

· Performs all duties listed above and other duties as assigned by immediate supervisor.

· Maintains a professional and appropriate appearance.

· Treats all individuals with fairness, dignity and respect.

· Maintains regular and predictable attendance.
· Adheres to the professional code of ethics.

· Follows all McCracken County Public School Policies and Procedures.  

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

· Oral and written communication skills.

· Public speaking techniques.

· Research methods and report writing techniques.

· Laws, rules and regulations related to assigned activities.

· Policies and objectives of assigned programs and activities.

· Interpersonal skills using tact, patience and courtesy.

· Principles of training and providing work direction.

· Technical aspects of field of specialty.
ABILITY TO:

· Provide leadership to an activity having significant impact on the District, requiring interpretation of standard practices with significant contacts outside the unit while working under general supervision.

· Provide technical assistance to District and school personnel in area of proper specialty.

· Oversee the work of committees and task forces.

· Communicate effectively both orally and in writing.

· Prepare and deliver oral presentations.

· Establish and maintain cooperative and effective working relationships with others.

· Maintain records and prepare reports.

· Compile and verify data and prepare reports.

· Prioritize and schedule work.

· Maintain current knowledge of program rules, regulations, requirements and restrictions.

· Maintain current knowledge of technological advances in the field.

· Analyze situations accurately and adopt an effective course of action.

· Meet schedules and time lines.

· Plan and organize work.

EDUCATION AND EXPERIENCE:

-Valid State Teacher Certificate (Required)

-Appropriate Administrative Certificate (Preferred)
PHYSICAL DEMANDS: ►
	
	Seldom/Rare
	Occasional

(up to 1/3 of work day)
	Frequent

(1/3 to 2/3 of work day)
	Repetitive

(2/3 or more of work day)

	Standing/Walking
	
	
	►
	

	Sitting
	
	
	►
	

	Handle/Finger/Feel
	
	
	►
	

	Reach/Push/Pull
	
	
	►
	

	Bend/Stoop/Crouch
	
	
	►
	

	Kneel/Crawl
	►
	
	
	

	Climb/Balance
	►
	
	
	

	Lift/Carry  

     (Check Frequency)
	
	
	
	

	►  Up to 10 lbs.
	
	
	►
	

	►  Up to 20 lbs.
	
	►
	
	

	►  Up to 50 lbs.
	►
	
	
	

	►  Up to 100 lbs.
	►
	
	
	

	►  Over 100 lbs.
	►
	
	
	


TERMS OF EMPLOYMENT:

Contract days and salary to be established by the Board.

EVALUATION:  Performance of this job will be evaluated in accordance with provisions of the Board’s policy on Evaluation of Certified Personnel.

The statements herein are intended to describe the general nature and level of work being performed by employees assigned to this job classification.  These statements are not intended to be a complete list of responsibilities, duties and skills required of personnel so assigned.  Responsibilities and duties assigned are at the discretion of the supervisor.

_____________________________

________________________________

Signature





Date

Print Name

