
PROJECT COORDINATOR/MANAGER 
WASHINGTON WEST SUPERVISORY UNION 

 
The Washington West Supervisory Union in Waitsfield, Vermont is an educational organization 
responsible for the management and operations of seven school sites, 320+ employees, 
approximately 38 million dollars, and seven boards of directors. We are seeking a Project 
Coordinator/Manager to work closely with our four Central Office Administrators. 
 
Job Duties: 
The successful Project Coordinator/Manager will be skilled at multitasking, have good 
management and teamwork skills, and can work well under timelines. The primary 
responsibilities will involve the synchronization of all the operations involved in the successful 
completion of particular projects as assigned by the central office administration. 
 
The position usually involves but is not limited to: 
1. Meeting with the project administrator to understand all vital aspects of the particular project. 
2. Ensuring that all team members understand the scope of the project as well as what they are 
individually responsible for. 
3. Making schedules of what needs to be completed by what date, by whom, as well as team 
meetings and coordinating the same with other members. 
4. Handling the gathering, compilation and presentation of research, investigation information, 
and other data. 
5. Compiling and maintaining interim project reports and minutes of meetings. 
6. Communicating relevant information to all team members, such as change in schedule dates, 
changes in the project’s requirements, unexpected glitches, etc. 
7. Coordinating activities with school based leaders, vendors and suppliers and maintaining 
relationships with them. 
8. Assisting the project administrator in various activities such as budget monitoring and in 
meetings with management. 
9. Assisting central office administrators by providing follow up, gathering data, writing reports 
and maintaining record keeping in the following areas to include but not limited to: local, state 
and federal reports, negotiations, food service, transportation, budget and financial reports, 
audits, contract development and execution, human resources, policy development and 
research. 
 
Knowledge and Skills: 
A Project Coordinator/Manager must have good time management, organizational, multitasking 
and stress management skills, and work well under pressure to be able to ensure that tasks get 
completed on time. Good teamwork and leadership skills are essential in order to motivate 
different groups of people to fulfill their responsibilities within a given time frame. Effective 
problem solving and mediation skills are necessary.  
 
Personal Skills: The successful Project Coordinator/Manager will have a client focused 
approach to work, be results driven, willingly accept responsibility when delegated, have a high 
level of business acumen, be able to manage significant inputs & relationships with third parties 
throughout the full project, and remain comfortable working in a changing environment. 
 
Project Coordinator Educational Qualifications and Experience: 
The Project Coordinator should have at a minimum a Bachelor’s Degree. A Master’s Degree is 
preferred. 



Strong and varied technology skills are required to include, but not limited to, word processing, 
spreadsheets, graphs and charts, presentation development, etc. Excellent grammar, written 
and oral communication skills are essential.  A minimum of 2 years’ experience in a related job 
is preferred. 
 
Salary and Benefits: 
The Project Coordinator/Manager position is year round, salaried with usually an 8-hour 
workday. Hours need to remain flexible and vary.  The annual salary range is $50,000-$65,000 
depending on skill level, prior experience and qualifications.  All medical, dental, disability and 
life insurance, paid holiday, and sick leave, are commensurate with the WWSU support staff 
policies. The position is expected to begin around July 11, 2016. 
 
Apply online to www.schoolspring.com by submitting a cover letter of interest, complete resume, 
complete set of transcripts, and 3 current written letters of reference. 
 


