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BENTON COUNTY POSITION DESCRIPTION 

 

CLASSIFICATION BAND GRADE SUBGRADE FLSA STATUS 
Program Coordinator C 4 2 Exempt 
POSITION TITLE: Equity, Diversity and Inclusion 

(EDI) Program Coordinator 
POSITION#:  

☒New     ☒Revised   
(Check one)                                

Date: 07/15/2022 

SERVICE TYPE:  AFSCME 
Employee 
Name: 

vacant Department: BOC Supervisor:  

FTE:  1.0 Employment Status:       Regular Full Time 
Position Summary:  

The EDI Program Coordinator will create and manage an expansive and far-reaching vision and strategic plan for 
diversity, equity and inclusion in the county. The Coordinator serves as the organizational leader in the county to drive 
the development, implementation and integration of best practices to increase diversity, equity, inclusion, and 
cultural responsiveness within the organization. 

Essential Duties:   

No. Major Functional Area (MFA) % of Time 
1 MFA: Strategic Plan Implementation 

Essential Duties: 

 Develop and lead a comprehensive approach to advance diversity, equity and 
inclusion (EDI), and integrate EDI best practices throughout county programs, 
policies, budgets, decision-making, and service delivery. 

 Provide recommendations to county leadership and elected officials on changes to 
policies to address or enhance diversity, equity and inclusion practices.  

 Serve as an internal consultant to facilitate the development and ongoing 
enhancement of a strategic approach to cultivating EDI within the County; provides 
support and consultation to County leadership in managing the cultural change 
process. 

 Assist departments in identifying needs, developing action plans, implementing, 
monitoring and leveraging internal and external communications, gaining internal 
buy-in and ownership, and raising awareness about successes. 

 Advise departments in EDI best practices; provide facilitation and coaching services 
to management to improve communication; consult with departments on program 
initiatives to promote EDI in the workplace. 

 Initiate discussions and evaluations to ensure each department has a climate and 
culture in which differences are acknowledged and respected, creating a sense of 
belonging and inclusion for all staff. 

 Coach and support departments to be innovative and adaptive in providing equitable 
and culturally responsive programs/services and public outreach; provide support 
and serve as a resource to county programs that perform outreach to historically 
underrepresented, underserved and vulnerable populations. 

 Participate in professional organizations. Integrate knowledge gained into current 
work practices. 

50% 
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2 MFA: Training 
 Essential Duties:  

 Develops, implements and conducts county-wide training to promote understanding 
and competency of EDI best practices. Including but not limited to topical trainings 
(previously called Diversity Dialogues), the Equity, Diversity, and Inclusion Book Club, 
New Employee Orientation, and department specific trainings at request 

 Assures the quality of educational offerings through the creation and 
implementation of evaluation processes. Assists in creating measurement systems to 
track outcomes of initiatives and programs. 

 Partners with trainers and internal stakeholders to design and deliver training 
programs that support EDI. 

 Develops effective internal controls designed to promote adherence with applicable 
laws, accreditation agency requirements, and federal and state.  

Collaborates with Human Resources as appropriate and necessary. 

25% 

3 MFA: Internal and Public Relations 
Essential Duties:  

 Chairs the Countywide Equity Committee. Establish and lead internal teams and 
groups to facilitate a culture of EDI. Collaborate with Health Equity Coordinator 
position and Health Services Health Equity Committee. 

 Serve as a liaison between the County and external stakeholders through 
communication, as well as serving on external boards and committees. 

 Coordinate brochures, newsletters, and internal & external website content relating 
to the County’s EDI initiatives. 

 Drafts or co-writes proclamations and resolutions relating to historical and cultural 
awareness or celebration months and EDI issues such as Juneteenth, Women’s 
History Month, LGBTQ+ Pride Month, etc. 

 Coordinate, plan, and execute EDI engagement activities, initiatives, and events. 
 Represent the County as a member of community EDI organizations; build external 

relationships with community partners and increase community connections; 
coordinate, plan and execute public engagement; initiate and participate in 
community conversations about EDI issues. 

 Serve as a professional resource for employees of diverse backgrounds and 
identities, and refer employees to appropriate resources. 

 Represent the County in public settings. 
 Serve as the lead EDI subject matter expert across the County. 
 Oversee the service provision process for county Translation & Interpreting services. 

Train staff on using service. Collaborate with administrative staff for billing.  
 

15% 

4 MFA: Data 
Essential Duties: 

 Collect, track, and analyze specific County EDI data; measure program effectiveness 
against established goals and initiatives. 

 Creates a measurable tool to support County improvement outcomes and aligned 
with culturally responsive and equitable practices. 

 Gather and analyze data from surveys, focus groups, and executive interviews. 
 
 

10% 

 And other duties as assigned.  
Percentages should total 100% 100% 
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Special Requirements: 

 Ability to promote a culture of respect, inclusiveness, and appreciation of diverse perspectives, backgrounds, 
and values

 Equivalent to a Bachelor's Degree from an accredited college or university with major course work in 
sociology, social justice, diversity and inclusion, equity, human resources, political science, business 
administration, program evaluation, public administration or a related field.

 Two (2) years of increasingly responsible experience developing and implementing equity and inclusion 
strategies across a range of organizational activities

 Knowledge and understanding of the issues surrounding equity, diversity, inclusion, implicit bias, 
institutional racism and other systemic oppressions, and access to public goods and services

 Knowledge and understanding of cultures, customs and social experiences of communities suffering from 
marginalization and barriers to opportunity

 Knowledge and understanding of equity and empowerment frameworks for policy, program, and 
organizational decision-making

 Ability to establish and maintain culturally effective working relationships with individuals from a wide range 
of identities and backgrounds

Physical Requirements: 

NOTE:  The above job description is intended to represent only the key areas of responsibilities; specific position 
assignments will vary depending on the business needs of the department. 

Employee: Date: 

Immediate Supervisor: Date: 


