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● Think critically about a problem, approach from multiple perspectives and adopt an effective course of
action.
● Understand organizational issues and challenges
● Establish and maintain effective working relationships; deliver a high-level of customer service to all

stakeholders.
● Communicate effectively both orally and in writing with all levels and types of stakeholders and team

members, ranging from executive management to project staff and vendors.
● Effectively plan, schedule, coordinate, and communicate change management plans.
● Handle stressful and/or sensitive situations with tact and diplomacy.
● Establish and maintain collaborative working relationships across teams, functions and layers with district

staff and external stakeholders.
● Learn the school district organization and administration.
● Advocate, model, learn and implement Portland Public Schoolʼs Racial Equity Initiative and other board

policies. Maintain confidentiality and demonstrate discretion, initiative and good judgment.
● Think strategically and develop both short- and long-term plans to meet change objectives.
● Use a variety of technologies and so�ware programs, such as Microso� Office Suite, Google Suite,

PeopleSo�, district payroll systems and other so�ware programs.

EDUCATION AND EXPERIENCE
Education: Bachelorʼs degree from an accredited college or university, with a major in human resources, business
administration, organizational development, psychology, sociology, or related field.
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functions of this job.  Persons with certain disabilities may be capable of performing the essential duties of this class with or
without reasonable accommodation, depending on the nature of the dis


