
  

HR Form, Revised 2/28/2014 

Position Title:       PCN:       

Department/School: 
      
 

Location/
Address:       

Reports to(Title 
only):       Work 

Hours       am      to           pm 

Salary/Position 
Category:  Non-Certified Administrator       Certified Administrator       Non-Exempt Hourly       Teacher 

Position type/ Grade 
(to be completed by 
HR) 

      Position # 
of days       

Travel Required       FLSA 
Status 

  Exempt 
  Non-exempt 

Job Description 

      

JOB PURPOSE/REASON: 

 

 

 

EDUCATION:     High School Diploma or Equivalent         Associate’s Degree      Bachelor’s Degree 

REQUIRED QUALIFICATIONS: 

                                 Master’s Degree           Other       

                       
EXPERIENCE & TRAINING: 
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LICENSING/CERTIFICATION: 
      
 
 
OTHER SKILLS/REQUIREMENTS: 
      
 
 
 
 

      

PREFERRED QUALIFICATIONS: 

 
 
SUPERVISION RESPONSIBILITY (IF APPLICABLE): 
 
Direct Reports:      ___ # of non-exempt/classified          ___ # of exempt/administrators/teachers 
Indirect Reports:   ___ # of non-exempt/classified          ___ # of exempt/administrators/teachers 

 

      

PRIMARY POSITION RESPONSIBILITIES: 
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PRIMARY POSITION RESPONSIBILITIES, CONTINUED: 

 

 

 

 

 

 

 

 

 

      
SECONDARY POSITION RESPONSIBILITIES 

 
 
 
 

 

 

 

      

PHYSICAL/MENTAL REQUIREMENTS: 

 
 
 
 
 
 
NOTE: The above is intended to describe the general content of and requirements for the performance of this job.  It is not to be 
construed as an exhaustive statement of essential functions, responsibilities or requirements.  This job description must not be 
misconstrued as a promise of employment, nor deemed as an employment contract. 

Department Head  Date  

Associate/Chief/Executive 
Director 

 Date  

Superintendent (if applicable)  Date  

Human Resources  Date  

 


	Position Title: Student Concern Specialist
	PCN: School Specific
	DepartmentSchool: School Specific
	Location Address: School Specific
	NonCertified Administrator: Off
	Certified Administrator: Off
	NonExempt Hourly: On
	Teacher: Off
	NonCertified Administrator Certified Administrator NonExempt Hourly TeacherTravel Required: Ocassional within District
	undefined: Off
	undefined_2: On
	JOB PURPOSEREASON EDUCATION High School Diploma or Equivalent Associates Degree Bachelors Degree REQUIRED QUALIFICATIONS Masters Degree Other EXPERIENCE  TRAINING: One (1)+ year of relevant professional experience.  Experience may have been gained in fields such as education, school support, public safety, working with children (e.g. coaching, camp counselor). 


	High School Diploma or Equivalent: On
	Associates Degree: Off
	Bachelors Degree: Off
	Masters Degree: Off
	Other: Off
	Department Head: Michael Reidenbach
	Date: 07/01/2024
	AssociateChiefExecutive Director: 
	Date_2: 
	Superintendent if applicable: 
	Date_3: 
	Human Resources: 
	Date_4: 07/01/2024
	Work Hours: 7:30
	JOB PURPOSE/REASON: Assists with the student population in the assigned school and maintaining school safety by monitoring assigned area(s).
	PRIMARY POSITION RESPONSIBILITIES: 12. Provide support for diffusing potential conflict situations; 

13. Serve as a mentor to students;

14. Maintain a degree of high visibility among students and staff. 

	Text15: 
	Text16: *Strong oral and written communication skills; Ability to work well with diverse populations; Excellent organizational skills and the ability to work independently; Must understand issues pertinent to school safety and children/adolescents; Must be an energetic self-starter who operates well under pressure.  
*Training in nonviolent crisis intervention and de-escalation (CPI or equivalent), or the ability to complete training within 6 months of hire.
	Text17: Associate Degree and three (3)+ years of related work experience
	Text18: 1. Performs other duties as assigned by Principal or his/her designee
2. Attends meetings, seminars, etc. to enhance the knowledge required for the position as directed by the Principal






	Text19: Work is performed in a school setting.  Operates office machines (computer, copier, calculator, fax).  Extensive Mobility required. Must be able to sit, stand, bend, and walk for extensive periods of time, and lift at least 50 pounds.  Must be capable of physically intervening in student altercations, using physical restraints or control methods to quell a disturbance and ensure the safety of those involved.
	Position  of days: 218
	NonCertified Administrator Certified Administrator NonExempt Hourly TeacherPosition type Grade to be completed by HR: B22
	Reports toTitle only: Principal
	LICENSINGCERTIFICATION OTHER SKILLSREQUIREMENTS PREFERRED QUALIFICATIONS SUPERVISION RESPONSIBILITY IF APPLICABLE Direct Reports  of nonexemptclassified  of exemptadministratorsteachers Indirect Reports  of nonexemptclassified  of exemptadministratorsteachers PRIMARY POSITION RESPONSIBILITIES:  1. Assist the Principal in maintaining a safe, supportive school environment by supervising student activities, monitoring assigned area(s) of the school, implementing de-escalation strategies in resolving student conflicts, and responding to student disturbances.

 2. Take immediate action to respond to and resolve conflicts between students and/or staff, to include intervening in physical altercations involving students pursuant to applicable board policy and district procedures.

 3. Conduct scheduled and unscheduled checks of the interior and exterior of the school campus; monitors the security of doors and gates and identifies safety or security-related concerns; and resolves issues detected and/or reports the concern(s) to the responsible staff member;

 4. Assist the Principal or designee with searches pursuant to applicable board policy, legal requirements, and district procedures; operates search equipment such as handheld and walk-through metal detectors;

 5. Receive, evaluate, and forward reports from or about students and staff, taking necessary steps to determine cause, resolving problems, and informing the Principal or his/her designee; 

 6. Report the status of student behavior regularly to the Principal or his/her designee;

 7. Enforce the established safety rules and regulations; 

 8. Temporarily assist with the supervision of students within a classroom setting when dictated by the needs of the school.

 9. Consult with the Principal to resolve conflicts;

10. Serve to mediate and advocate for students in problem situations;

11. Monitor designated areas assigned by the Principal within the school setting, to include the monitoring of fixed posts and the screening of individuals entering a campus or school;
	Work Hours2: 3:30
	Text1: 
	0: 
	0: 0
	1: 0

	1: 
	0: 0
	1: 0




