EAST Job Description
Job Title: EAST Core Coordinator
Department: EAST Core
Reports To:  Senior Director of Curricular Integration
FLSA Status: Exempt
Prepared By: 
Prepared Date: March, 28, 2013
Approved By: Matt Dozier
Approved Date: 
Summary: The EAST Core Coordinator assists in the planning, management, and performing of EAST Core school visits.  This position organizes and manages EAST Core programmatic activities and processes and assists in the development and/or delivery of EAST Core pedagogical training. This position provides support to EAST Core schools and engages in activities that forward the mission and vision of the EAST Core program and the EAST Initiative. This is a full-time, year-round position.
Essential Duties and Responsibilities:
· Assists with the scheduling and creation, review, and revision of EAST Core professional development
· Conducts on-site support and training at the EAST Core Schools.

· Provides timely, accurate, and detailed reporting 

· Assists with the development, reporting and revision of support protocols

· Assists with the pre-implementation plan for Coordinated Learning Center installations and follow-up
· Collaborates in development of authentic, project-based learning curriculum and resources for the EAST Core courses
· Assists with operations including scheduling, coordination of resources, program development, and processes, outreach, etc.
· Collaborates on communications development for the EAST Core digital presence and for print and promotional materials
· Fosters relationships with EAST Core teachers, EAST facilitators and school administrators to further the mission of the EAST Initiative

· Represents the interests of the EAST Initiative at various events and conferences
· Manages and maintains the shared EAST Core plan calendar
· Other duties as assigned

Qualifications:
· Basic understanding of the technology provided in EAST Classrooms and EAST Core Coordinated Learning Centers (CLC) 

· Basic understanding of computer networking and ability to troubleshoot basic technical problems
· Familiarity with CCSS, NGSS, PARCC, Arkansas Frameworks for Secondary Math, Science, TESS, and English

· Ability to communicate, develop, and maintain business relationships with a diverse population of school, industry, and business personnel

· Experience and comfort level with presenting to varied audiences

· Familiarity with statistical analysis

· Desire to explore technology and to research and stay abreast of current educational trends

· Ability to collaborate in teams

· Ability to plan and execute long-term projects

· Ability to make independent decisions and take calculated risks
· Highly detail-oriented and able to make sound decisions
· High level of proficiency with Word, Excel, Outlook, and PowerPoint
· Must have a current, unrestricted drivers license

· Must have the ability to travel overnight with extensive travel being required at times
Supervisory Responsibilities:
· None
Education and/or Experience:
· High school diploma or equivalent

· College degree

· Licensure in area of curriculum; secondary math, science, or both preferred

· Experience as secondary math or science teacher or curriculum coordinator

· Experience in curricular design and instruction

· Knowledge and/or experience of the successful implementation of project based learning and/or the EAST classroom environment 

· Specialized training or certification and experience in an educational setting preferred

Language Skills:
· English language: including punctuation, spelling, grammar, and writing technique

· Familiarity with and able to accurately use APA style

· Excellent written and verbal communication skills

Reasoning Ability:
· Ability to problem solve using deductive, inductive reasoning skills, and logic in a timely manner
· Excellent analytic and diagnostic skills
Additional Skills:
· Advanced skills in pure and applied mathematics and/or science is highly desirable
Physical Demands:
· Ability to periodically lift 35 pounds

· Ability to drive a car
· May frequently be required to stand, walk, use hands, reach, stoop, kneel or bend, talk, or hear

Work Environment:
· Quiet to moderate noise level

· Fast paced and positive
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