
 

 
 

COORDINATOR IV: STUDENT SERVICES 
 
DEFINITION: 
 
The Coordinator, Student Services, under the general supervision of the Director of Student Services, is 
responsible for the administration, coordination, and supervision of all district child welfare, student 
discipline, and student safety operations, to ensure access and equity to all available district programs and 
curriculum.  
 
ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may be assigned. 
 
District Support  
 

• Manages procedures for enrolling students and collecting and maintaining student demographic and 
emergency data 

• Coordinates the administration and enforcement of all matters pertaining to residency, 
guardianship, open enrollment, and intra- and inter-district transfers 

• May serve as chief Administrative Hearing Officer in expulsion hearings and coordinates student 
discipline review and hearing process  

• Provides assistance, updates, and guidance to all school administrators relative to legal 
interpretation of the Califor
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QUALIFICATIONS GUIDE 
 
Knowledge of: 
 

• Child welfare and attendance laws 
• District policies and procedures related to suspension, expulsion, and involuntary transfer of 

students 
• Counseling and conflict mediation strategies 
• Alternative educational and intervention programs within and beyond the District 
• Due process requirements, truancy prevention, and drop-out recovery programs.  

 
Ability to: 
 

• Establish and maintain cooperative and effective working relationships with those contacted in the 
course of assigned duties  

• Communicate effectively both orally and in writing with the community and all school district and 
school site personnel  

• Operate a motor vehicle  
• Operate computer related equipment  
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