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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 

Class Title/ DBM 

(to be completed by 

HR) 

      
Position # 

of days 
      

Travel Required       FLSA 

Status 

  Exempt 

  Non-exempt 

Job Description 

JOB PURPOSE/REASON: 

      

 

 

 

REQUIRED QUALIFICATIONS: 

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

                                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: 

      

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



  

HR Form, Revised 2/28/2014 

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: Parent Advocate
	PCN: School Specific
	DepartmentSchool: School Based
	Location Address: School Based
	Reports toTitle only: Principal
	NonCertified Administrator: On
	Certified Administrator: Off
	NonExempt Hourly: Off
	Teacher: Off
	NonCertified Administrator Certified Administrator NonExempt Hourly TeacherClass Title DBM to be completed by HR: C41
	Position  of days: 190
	NonCertified Administrator Certified Administrator NonExempt Hourly TeacherTravel Required: Minimum
	undefined: On
	undefined_2: Off
	High School Diploma or Equivalent: Off
	Associates Degree: Off
	Bachelors Degree: On
	Masters Degree: Off
	Other: Off
	LICENSINGCERTIFICATION OTHER SKILLSREQUIREMENTS PREFERRED QUALIFICATIONS SUPERVISION RESPONSIBILITY IF APPLICABLE Direct Reports  of nonexemptclassified  of exemptadministratorsteachers Indirect Reports  of nonexemptclassified  of exemptadministratorsteachers PRIMARY POSITION RESPONSIBILITIES: • Work with school staff and parents to develop and maintain positive home-school relationships;
• Assist parents in becoming actively involved in the educational program for their child; 
• Conduct pre and post surveys and assessment tools to determine needs and interests of school families;
• Maintain a monthly calendar of all home visits, contacts with school families, meetings and activities pertaining to job responsibilities (also to include sick leave or vacation time);
• Plan, organize and conduct workshops on a variety of parenting topics relevant to the needs of the school
population based on training received to present such workshops;
• Maintain knowledge of current best practices in parent involvement and parent education;
• Receive training in a variety of parent education curricula;
• Support a close working relationship with business partners and community agencies;
• Maintain documentation of all parent involvement programs and activities—agendas, sign ins, minutes
• Meet regularly with the principal to discuss the status of implementation of parenting initiatives;
• Plan weekly with the school guidance counselor to coordinate services, programs etc.
• Establish a parenting resource center in the school and provides specific outreach to parents
• Assist parents in completing program evaluations and family and school satisfaction surveys;
• Support the work of volunteer parent organizations;
• Participate in district-wide Parent Liaison meetings;
• Assist families in connecting with service agencies and makes referrals when necessary; and
• Support and participate in family literacy programs in the school
	Department Head: 
	Date: 
	AssociateChiefExecutive Director: 
	Date_2: 
	Superintendent if applicable: 
	Date_3: 
	Human Resources: 
	Date_4: 
	Job Purpose: To develop, implement and maintain a comprehensive plan for family involvement and assist parents in becoming actively engaged in their child’s education.
	L/C: N/A
	other skills: Strong oral and written communication skills;
Ability to work well with diverse populations;
Organizational skills;
Understanding of issues pertinent to school safety, high risk behaviors and related fields;
Energetic self-starter;
	Preferred Qualifications: 
	Primary Cont'd: 
	Secondary: • Plan and coordinate activity schedules;
• Determine priorities, sequence of work and methods to be used in completing assignments;
• Identify materials that complement and support specific areas of responsibility;
• Assist with compliance of laws, regulations, policies, codes, etc; and
• Perform all other duties as assigned by the Supervisor.
	Physical: Dexterity of hands and fingers to operate a computer keyboard, mouse, and to handle other computer components. Ability to sit for extended periods of time. Ability to stand or bend. Work is performed in a normal heated or air-conditioned office environment. Exerting up to 50 pounds of force occasionally and able to lift, carry, push, pull or otherwise move objects. Sedentary work involves sitting most of the time.

Must be able to handle a fast-paced, high-volume environment and make time-sensitive decisions when working on a daily basis. Must be able to meet deadlines and be flexible to daily routines.
	Exp/Training: Two (2)+ years working with parents and/or families with children
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	Text12 12: 


