
  

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: Academic Engagement Specialist (D20PCP)
	PCN: Multiple
	DepartmentSchool: Assigned School
	Location Address: School Location
	NonCertified Administrator: On
	Certified Administrator: Off
	NonExempt Hourly: Off
	Teacher: Off
	NonCertified Administrator Certified Administrator NonExempt Hourly TeacherTravel Required: Moderate travel required
	undefined: On
	undefined_2: Off
	JOB PURPOSEREASON EDUCATION High School Diploma or Equivalent Associates Degree Bachelors Degree REQUIRED QUALIFICATIONS Masters Degree Other EXPERIENCE  TRAINING: Experience in K-12 public education system
Experience in customer service
Experience in family and community engagement 



	High School Diploma or Equivalent: Off
	Associates Degree: Off
	Bachelors Degree: On
	Masters Degree: Off
	Other: Off
	Department Head: 
	Date: 
	AssociateChiefExecutive Director: 
	Date_2: 
	Superintendent if applicable: 
	Date_3: 
	Human Resources: 
	Date_4: 
	Work Hours: 
	JOB PURPOSE/REASON: To work in partnership with the D20 PCP Leadership team to ensure activities and operations are implemented and progressing towards D20 PCP stated outcomes and goals. 
	PRIMARY POSITION RESPONSIBILITIES:  

	Text15: N/A
	Text16: Strong communication skills both written and oral; Strong organizational and interpersonal skills; Strong problem-solving and customer service skills; Ability to work independently in addition to team environment; and ability to manage competing priorities while meeting tight deadlines; Ability to speak in front of audiences; ability to work weekends and evenings         
	Text17: 


	Text18: Perform other duties as assigned 
	Text19: Must be able to handle fast paced, high volume environment and make Must be able to meet deadlines and be flexible to daily routines. Ability to operate basic office equipment such as, computer, fax machine, shredder, etc. 
Must be able to stand; walk; use hands to finger, handle, or feel objects, tools, or controls; reach with hands and arms; and stoop, kneel, crouch, or crawl. The employee may occasionally lift and/or move up to 20 pounds. 

Must be able to mediate and resolve conflicts

	Position  of days: 210
	NonCertified Administrator Certified Administrator NonExempt Hourly TeacherPosition type Grade to be completed by HR: C41
	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.   Coordinate academic program services with the school administrators, faculty, and staff to ensure that the D20PCP activities and initiatives become an integral part of the school programs and operations. 

2.    Report to and support the school principal with extended planning responsibilities by assisting family coaches and interacting with service groups to share and promote D20PCP activities along with parent engagement with all stakeholders.

3.   Use problem-solving and interpersonal skills to effectively communicate, manage and facilitate special projects and events with D20PCP schools and cohorts.

4.  Assist school-based staff, faculty cohort groups, administrators to resolve family issues and ensure parents of multicultural and economically diverse backgrounds with grievances have due process in an effective and efficient manner.

5.   Maintain accurate records of files and produce weekly reports and status updates to report to the school principal; share information as requested with the D20PCP Leadership Team and staff; systematically  document conversations, resolution, and stakeholder involvement.

6.   Assist in the creation of monthly or quarterly newsletters to share D20PCP activities, parenting tips, student support articles, and photos to promote and encourage increased parent engagement and the sharing of information among the schools and communities in the CCSD.

7.   Attend relevant training ad professional learning opportunities to enhance D20PCP activities, knowledge and skills related to family and community engagement.

8.   Assist in the collection, organization, analysis and conclusion from program data.

9.  Maintain confidentiality of sensitive and privileged information; refer to and ensure compliance with CCSD policies and procedures and existing legislation, laws, rules, and regulations as pertaining to parent concerns and district expectations related to the position.  

10.   Work proactively to implement and support CCSD family engagement and relations; assist family coaches and school-based staff in actively share and promote D20PCP activities along with parent and family stakeholders;  collaborate with the site coordinator of the DADS and MOMS programs operating in the schools to promote positive parent relationships.

11.  Perform other duties as assigned by the supervisor.


	Work Hours2: 
	Text1: 
	0: 
	0: 0
	1: 0

	1: 
	0: 0
	1: 0




