Scenic Hills Home and School Association

Coordinator Job Description

A coordinator is eligible to serve as long as they have a student enrolled in Scenic Hills or are employed as a staff member of Scenic Hills. A coordinator is responsible for all planning aspects of the specific event or activity of their committee.

The coordinator performs the following duties:

1. Works with the Executive Board, building Principal and Scenic staff members, if applicable, to establish event/activity dates and times. 

2. All H&S sponsored events are subject to approval by the building principal. An event proposal should be submitted to the building principal prior to any publicity or ticket sales.

3. Arrange for appropriate publicity of the event both prior to and after the event. 

4. Recruit committee members as needed for the various components of the event or activity, i.e. decorating, refreshments, clean up. Provide names of all committee members to the Executive Board. 

5. Oversee committee member activities, scheduling and presiding meetings as needed. Provide committee members w/H&S policies and procedures affecting the events or activity. i.e. copy policy

6. With the committee members, recruit volunteers as needed.

7. Work with the building maintenance staff regarding any maintenance staffing needs for the event/activity including tables, chairs, electrical power, etc.

8. Prepare and present pre- and post-event reports at general H&S meetings. 

9. Monitor event/activity costs to make sure that costs are within the assigned budget and/or ticket sales. Where possible, solicit donations/discounts from area businesses and corporate sponsors. Determination of who to solicit should be discussed with the Executive Board in advance. 

10. Any request to go over budget must be presented to the members at a general meeting.

11. Event coordinators such as Spring Fair, Visit w/Santa, Senior Then and Now Day, Family Fun Nights etc should be present at the event to monitor all activities. 

12. Prepare and deliver Certificate of Appreciation to all outside sponsors of the activities that have given donations or deep discounts. 

13. Keep accurate records of activities and expenses and prepare and update any procedural manuals. 

(over)



**Coordinators for school events will meet with and work closely with the Scenic staff members. For school events, the role of the H&S is to provide assistance to execute the plans made by the Scenic staff members responsible for the event. This may include financial support, recruiting volunteers, purchasing supplies and/or refreshments, etc.
