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Position Title: ParentAdvocate PCN: SchoolSpecific
. | SchoolBased Location/ | schoolBased
Department/School: ARG
Reports to(Title Principal Work
only): Hours am 10 pm

Salary/Position

Category: [ Non-Certified Administrator ~ [_] Certified Administrator ~ [_] Non-Exempt Hourly ~ [] Teacher

Class Title/ DBM c41 Position# | 190

(to be completed by of days

HR)

Travel Required Minimum FLSA (W] Exempt
Status ] Non-exempt

Job Description

JOB PURPOSE/REASON:

To develop,implementandmaintaina comprehensivelanfor family involvementandassistparentsn becomingactivelyengage!
in their child’s education.

REQUIRED QUALIFICATIONS:
EDUCATION: [ ] High School Diploma or Equivalent ~ [] Associate’s Degree  [M] Bachelor’s Degree
[ ] Master’s Degree [] Other

EXPERIENCE & TRAINING:
Two (2)+ yearsworking with parentsand/orfamilieswith children
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LICENSING/CERTIFICATION:
N/A

OTHER SKILLS/REQUIREMENTS:

Strongoral andwritten communicatiorskills;

Ability to work well with diversepopulations;

Organizationaskkills;

Understandingf issuegertinentto schoolsafety,high risk behaviorsaandrelatedfields;
Energeticself-starter;

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:

» Work with schoolstaff andparentgo developandmaintainpositivehome-schootelationships;

« Assistparentsn becomingactivelyinvolvedin the educationaprogramfor their child;

» Conductpreandpostsurveysandassessmenbolsto determineneedsandinterestof schoolfamilies;

< Maintaina monthly calendaiof all homevisits, contactswith schoolfamilies,meetingsandactivitiespertainingto job responsibilities
(alsoto includesick leaveor vacationtime);

« Plan,organizeandconductworkshopson a variety of parentingtopicsrelevantto the needsof theschool
populationbasedn trainingreceivedo presensuchworkshops;

« Maintainknowledgeof currentbestpracticesn parentinvolvementandparenteducation;

* Receivetrainingin avariety of parenteducatiorcurricula;

« Supporta closeworking relationshipwith businespartnersandcommunityagencies;

» Maintaindocumentatiomf all parentinvolvementprogramsandactivities—agendasignins, minutes

« Meetregularlywith the principalto discusghe statusof implementatiorof parentingnitiatives;

» Planweeklywith the schoolguidancecounselotto coordinateservicesprogramsetc.

« Establisha parentingresourcecenterin the schoolandprovidesspecificoutreachto parents

« Assistparentdn completingprogramevaluationsandfamily andschoolsatisfactiorsurveys;
 Supportthework of volunteermparentorganizations;

« Participaten district-wideParentLiaisonmeetings;

« Assistfamiliesin connectingwith serviceagenciemndmakesreferralswhennecessaryand

» Supportandparticipatein family literacy programsn the school
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PRIMARY POSITION RESPONSIBILITIES, CONTINUED:

SECONDARY POSITION RESPONSIBILITIES

« Planandcoordinateactivity schedules;

 Determinepriorities, sequencef work andmethodgo be usedin completingassignments;
« I[dentify materialshatcomplementndsupportspecificareasof responsibility;

» Assistwith complianceof laws, regulationspolicies,codesgtc;and

« Performall otherdutiesasassignedy the Supervisor.

PHYSICAL/MENTAL REQUIREMENTS:

Dexterity of handsandfingersto operatea computeikeyboardmouse andto handleothercomputercomponentsAbility to sit for
extendedgeriodsof time. Ability to standor bend.Work is performedn anormalheatedr air-conditionedffice environment.
Exertingup to 50 poundsof force occasionallyandableto lift, carry,push,pull or otherwisemoveobjects.Sedentaryork involves

sitting mostof thetime.

Must be ableto handlea fast-pacedhigh-volumeenvironmenandmaketime-sensitivalecisionsvhenworking on a daily basis.

Mustbeableto meetdeadlinesaandbeflexible to daily routines.

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 Date
Director

Superintendent (if applicable) Date
Human Resources Date
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