
 

 

 

Position Description 

 

Title:  Project Coordinator 

FLSA Class:  Exempt EEO Category:   WC Class: 8861 

Job Title # 100261.5 Salary Grade:   

Date Approved:  June 26, 2014 

Revision Date: Revision: 

 

Purpose of Position 

Provides services, support and facilitates case planning processes of the CBCAP collaborative model.  

Provide opportunities for system change to improve actual well-being of children and families to 

ultimately prevent child abuse. Build collaborate relationships with the governing board, provider 

network, parent advisory council and parents and families.  Oversee the intake/assessment process and 

subsequent assessments of families that is strengths based.  Track referral sources for the project. 

Mobilize commitment and action of numerous stakeholders, community and civic leaders and families.  

Ability to convene and facilitate varied groups, providing skillful leadership. 

Major Duties   (*Essential Element) 

 Lead, broker and facilitate cooperative relationships among community-based organizations and 
professionals.* 

 Responsible for reporting information and data as required by Children’s Trust Fund  guidelines 
per the CBCAP grant.* 

 Must provide skillful leadership in mobilizing core providers, organizations and other 
community-based organizations/professionals.* 

 Assist with developing the collaborative governance infrastructure, lead agency collaboration 
model, strategize for family involvement.* 

 Assist in developing flex-pool fund policies and procedures.* 

 Oversight of evaluation metrics, working closely with the Performance and Quality Improvement 
Department.* 

 Act as a liaison to the community, parents and agencies when directed, and others as deemed 
necessary.* 



 

 

 Liaison with Advancement staff in engaging civic and business leaders in supporting the CBCAP 
collaborative model and assisting with sustainability efforts.* 

 Oversee and perform intake, assessment process and subsequent assessments.  Provide 
necessary referrals to outside agencies for assistance in completing goals set by families.* 

 Track referral sources for the project.* 

 Arrange appointments, visits, phone calls, and inquiries timely.* 

 Facilitate case planning processes of the CBCAPs collaborative model.* 

 Responsible for paperwork/documentation/communication for families served. * 

 Work a flexible schedule and perform duties as assigned.* 
 

Working Conditions 

Office environment.  Working environment generally favorable.  Lighting and temperature adequate and 

there are no hazardous or unpleasant conditions caused by noise, dust etc. 

Physical Demands 

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  

This person must be able to sit or stand at a personal computer for a reasonable length of time typing 

and reading.  Driving required for travel. Reasonable accommodations may be made to enable 

individuals with disabilities to perform the essential functions. 

Budget Responsibility 

None 

Supervisory Responsibility 

None 

Qualifications 

Strong customer service focus, excellent time management, oral and written communication skills.  

Knowledge of administrative and clerical procedures, systems and processes.  Requires analytical ability 

necessary to handle moderately complex administrative details such as preparing nonrecurring reports.  

Independent judgment is required to plan, prioritize and organize a diversified workload with attention 

to detail.  Must be proficient in Word, Excel and email applications. Must live in Stone or Taney county in 

Missouri. 

Required Education and Experience 

 At minimum a Master’s degree in Social Work or an equivalent behavioral science, and/or a 
Bachelor’s degree in equivalent behavioral sciences and three (3) years’ experience. 

 Experience in child welfare or mental health setting, working with children and families. 

 Strong written, verbal, and interpersonal skills. 

 Experience working in a collaborative framework, building positive relationships. 

 Ability to operate a computer and type. 

 Ability to read, write, speak, and understand English. 



 

 

 Possess a valid Class E driver's license and meet the Great Circle requirements for insurance 

Preferred Education and Experience- N/A 

Employee signature below constitutes employee’s understanding of the requirements, essential 

functions and duties of the position. 

 

Employee:___________________________________________   Date:_____________________ 


