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Special Projects Coordinator
Job Description
Position Summary

The Special Projects Coordinator administers Township special projects, grant initiatives, and public information/communications. This position manages the full lifecycle of grants—from research and application development through implementation, compliance reporting, and close-out—and supports Township operations by coordinating contracted services, staff training efforts, and cross-departmental initiatives. Because the role is designed to respond to evolving Township needs, the Special Projects Coordinator is expected to take ownership of additional assignments and time-sensitive priorities as directed by the Township Manager.

Essential Functions

Grant Administration & Project Management
· Serve as the Township Grant Administrator: research funding opportunities and prepare, compile, and submit grant applications and related budget requests to secure funding for designated projects.
· Administer and implement grant-funded projects and programs, including project coordination, grant compliance/administration, performance reporting, and project close-out.
· Work closely with Township engineers to manage status reports.

Public Information & Resident Communications
Maintain and support municipal communications with residents through multiple channels, including:
· Managing, organizing, updating, and maintaining the format and content of the Township website.
· Compiling articles, photographs, and content for the bi-annual Township newsletter.
· Creating and posting Township content on social media platforms (Facebook/Instagram/YouTube).
· Creating and sending Township emails through Constant Contact and texts from ReadyMontco.
· Attending Communications Committee meetings as the Township Liason.

Contracts & Contracted Services Administration
· Serve as administrator for Township contracts and contracted services for all departments, including Administration and Public Works.
· Coordinate and track contracted services such as (but not limited to) building maintenance, trash and recycling collection, plumbing, HVAC, and other services as they arise.
· Assist with coordination of bid specifications and related documentation, as assigned.

Employee Training Program Coordination
· Coordinate and implement the Township’s employee training program for Administration, Zoning and Code Enforcement, and Public Works, in consultation with department staff.
· Coordinate training with providers including (as applicable) Delaware Valley Trust (DVT), LTAP, PA One Call, PSATS, PA Department of Agriculture, PADEP, and other organizations.

Administrative & Budget Support
· Assist the Township Manager with annual budget preparation, including supporting documentation, coordination with staff, and related tasks as assigned.
· Coordinate information with co-workers, department heads, elected officials, outside agencies, and community organizations to support Township initiatives and ensure clear communication with residents.
· Attend meetings as requested, including occasional meetings outside of normal working hours and offsite meetings with outside organizations.

Community Support & Representation
· Respond to resident inquiries and complaints; assist in identifying solutions and coordinating follow-up, as appropriate.
· Represent the Township with local, regional, state, and federal agencies as directed by the Township Manager.

Township-Wide Support (“Special Projects”)
· Maintain and develop Township-wide mailing and contact lists to support print communications and outreach efforts.
· Work closely with the Township Manager, Public Works Director, and Assistant to the Township Manager on assigned tasks.
· Perform other duties and responsibilities as assigned; this role is expected to absorb additional project coordination and administrative workload when needed.

Knowledge, Skills, and Abilities

· Ability to identify, analyze, and resolve problems; manage multiple deadlines and shifting priorities.
· Ability to prepare clear, concise, and comprehensive reports, memoranda, and project documentation.
· Ability to prepare extensive correspondence in the course of official duties.
· Ability to promote, establish, and maintain effective working relationships with staff, elected officials, vendors/contractors, agencies, and the public.
· Ability to coordinate preparations required for items such as bid specifications, newsletters, communications, and required reports.
· Proficiency with Windows and Microsoft Office applications (Word, Excel, Access, PowerPoint, Publisher).
· Working knowledge (or ability to quickly learn) tools such as Adobe InDesign, WordPress, and GIS systems (e.g., ArcView, TRAISR or similar).

Minimum Qualifications

Education
· Graduation from an accredited college with a Bachelor’s degree in Public Administration, Business Management, Accounting, Planning, or a closely related field.
· Master’s Degree preferred.
Experience
· Municipal experience preferred.
· Management experience is desirable.
License
· Valid driver’s license required.

Working Conditions & Physical Demands
· Work is primarily performed in an office setting; occasional work occurs in public meeting settings and offsite locations.
· The position regularly requires sitting and communicating in person and by telephone; occasionally requires walking, using hands to handle objects/tools/controls, and reaching with hands and arms.
· Regular use of office equipment including computer, telephone, and related administrative tools.
· Must occasionally lift and/or move up to 25 pounds.
· Vision abilities include close vision and ability to adjust focus.
· Standard schedule is a 40-hour work week, Monday through Friday. Attendance at evening meetings and time-sensitive project demands may necessitate additional hours.
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