
 

EAST Job Description  
 

Job Title: Program Coordinator for Facilitator Services 
Department: Program 
Reports To:  Senior Director of Program Services 
FLSA Status: Exempt 
Salary Grade: 26 
Safety Sensitive Position: Yes 
Approved Date: February 17, 2026 
 

Summary: The Program Coordinator for Facilitator Services partners with the Sr. Director of Program Services to ensure 
the quality, consistency, and effectiveness of EAST programs. This role focuses on facilitator success and experience by 
supporting, evaluating, and continuously improving systems tied to site visits, professional development, and ongoing 
program support. The Program Coordinator owns and manages feedback, data, and processes that inform program quality 
and collaborates with staff to strengthen EAST training, support services, and relationships with school personnel in 
support of EAST’s mission. 
 
Essential Duties and Responsibilities: 
●​ Develop and manage systems, timelines, and reporting processes related to EAST site visits, in collaboration with the   

Senior Director of Program Services. 
●​ Plan, schedule, and conduct on-site and virtual program evaluations to assess program quality, implementation, and 

facilitator experience. 
●​ Maintain standardized site visit tools, documentation, and reporting processes to ensure consistency, accuracy, and 

usefulness of data collected. 
●​ Provide insights and actionable recommendations related to EAST programs, facilitator support, and Professional 

Development to the Senior Director of Program Services and EAST staff. 
●​ Foster relationships through various means of communication with EAST facilitators, school administrators and other 

stakeholders to further the mission of EAST 
●​ Identify, research, and share relevant resources, supports, and opportunities that enhance facilitator success and 

program quality. 
●​ Assist with the planning and delivery of EAST Professional Development. 
 
Secondary Duties and Responsibilities: 
●​ Collaborate with staff to support the planning and delivery of the annual Conference and other organizational events. 
●​ Implement management and support for EAST grants as needed. 
●​ Represent the interests of the EAST Initiative at events, meetings, and partner engagements. 
●​ Develop and assist with EAST budgets as needed. 
●​ Coordinate with other staff to accomplish special projects 
●​ Other duties as assigned 
 
Supervisory Responsibilities: 
●​ None 
 
Education and/or Experience: 
●​ High school diploma or equivalent 
●​ College degree required. 
●​ Specialized training or certification and experience in an educational setting 
●​ Current Teaching Certification preferred  
●​ EAST classroom Facilitator experience preferred 
●​ Knowledge of EAST methodologies and experience in EAST classrooms strongly preferred. 



 
 
        Required Skills/Abilities: 

●​ Strong problem-solving and deductive reasoning skills; extremely detail-oriented. 
●​ Ability to collaborate effectively in teams and make independent decisions when needed 
●​ Ability to build and maintain facilitator and school relationships; comfortable navigating school systems and leadership 

dynamics. 
●​ Ability to deliver professional development and communicate with a diverse population of school personnel 
●​ Ability to manage a school responsibility list, plan travel, and time allocation  
●​ Basic understanding of the technology provided in EAST classrooms preferred 
●​ Proficient in Microsoft Office and Google tools 
●​ Excellent written and verbal communication skills, including strong English language proficiency and clear reporting 

for internal and external stakeholders. 
●​ Basic math skills, including addition, multiplication, and division of whole numbers, decimals, and fractions. 
●​ Must have a current, unrestricted driver's license. 
●​ Willingness and ability to travel overnight as required. 

 
Physical Requirements:* 
●​ Ability to occasionally lift 35 pounds  
●​ Ability to drive and travel as required 
●​ May frequently be required to stand, walk, use hands, reach, stoop, kneel or bend, talk or hear 
 
*Requests for accommodation need to be directed to Human Resources. 
 
Work Environment: 
●​ Quiet to moderate noise level 
●​ Fast-paced, positive, creative, collaborative, and mission-driven 
 
 
This job description has been approved by: Alicia Humbard    
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   Manager  Signature​ ​                  Print Name​ ​ ​ ​        Date 
 
 
​ ​ ​ ​ ​ ​ ​ ​ ​ ​ ​ ​  
    HR  Signature​ ​ ​ ​    Print Name​ ​ ​ ​        Date 
 
  

Employee signature below indicates the employee's understanding of the requirements, essential functions and duties of 
the position. 
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