Job description

Bonny Eagle Grant Coordinators (3 people)

Responsibilities/Tasks that apply equally to all three:

· Participate in and prepare for Coordination Committee Meetings to develop CIT meeting agendas and draft professional development plans 

· Participate in CIT meetings 

· Participate in quarterly COT meetings (at least 2 of 4) 

· Participate as a member of the PDA Observation Team 

· Provide coordination and support for other grant-related work as needed 

Specific Responsibilities:

Coordinator
Responsibility(ies)

Joyce
PDA Walkthrough Coordination 

· prepare stranger-friendly classroom lists and maps

· provide PDA’s check-in/check-out oversight and charge the PDA’s

Prepare Funds Requests and Expenditure Report forms using information provided by the district office and the school principal

Irene
Communicate/coordinate with Data Coordinator 

Be primary point of contact for the Donahue Institute and coordinate administration of surveys, arrangements for focus groups and interviews, and collect documents for Donahue Institute review

Communicate/coordinate teacher participation in cross-school seminars and other cross-school activities



Sue
Coordinate the Accreditation Report work of the Coordination Committee

Communicate/coordinate with committee chairs and others engaged in grant-related work



Compensation for position shall be $2000 each, paid in two installments.
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