
  

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: Family Advocate (D23 Collaborative)
	PCN: TBD
	DepartmentSchool: D23 Collaborative
	Location Address: TBD
	NonCertified Administrator: Off
	Certified Administrator: Off
	NonExempt Hourly: On
	Teacher: Off
	NonCertified Administrator Certified Administrator NonExempt Hourly TeacherTravel Required: Occasional travel required for meetings and trainings
	undefined: Off
	undefined_2: On
	JOB PURPOSEREASON EDUCATION High School Diploma or Equivalent Associates Degree Bachelors Degree REQUIRED QUALIFICATIONS Masters Degree Other EXPERIENCE  TRAINING: Associate degree in Social Work, Psychology, Human Services or other closely related field.
At least 1 year of direct experience providing services to children and families.
Experience with case management and providing follow up services.
	High School Diploma or Equivalent: Off
	Associates Degree: On
	Bachelors Degree: Off
	Masters Degree: Off
	Other: Off
	Department Head: 
	Date: 
	AssociateChiefExecutive Director: 
	Date_2: 
	Superintendent if applicable: 
	Date_3: 
	Human Resources: 
	Date_4: 
	Work Hours: 8:00
	JOB PURPOSE/REASON: Family Advocates advocate and support families in their parenting roles. Duties include recruiting, interviewing, and completing applications of eligible children/families. Assist families with establishing continuous health care. Provide case management functions for all families.
	PRIMARY POSITION RESPONSIBILITIES: 
	Text15: 
	Text16: Strong oral and written communication skills.
Ability to work well with diverse populations.
Understanding of issues pertaining to family dynamics and accurately assess needs of enrolled families.
Ability to multi-task, organize & prioritize duties within a fast paced environment.
	Text17: Bachelor's degree in Social Work, Psychology, Sociology, Human Services, Early Childhood or other closely related field.
Bilingual (English and Spanish, both oral and written)
	Text18: Conduct case reviews of all files and cases assigned to ensure accuracy; 

Maintain a current and accurate record keeping system within the program procedures with adequate provisions for confidentiality;

Regularly visit classrooms to observe children. Share observations with families, particularly when children are new to the program;

Performs additional duties as assigned by designated supervisor.
	Text19: Ability to sit and/or stand for extended periods of time. Dexterity of hands and fingers to operate a computer keyboard, mouse and to handle other computer components. Ability to deal with stress associated with meeting multiple deadlines.

Work is performed in a normal heated or air-conditioned office environment.  Exerting up to 10 pounds of force occasionally and able to lift, carry, push, pull or otherwise move objects.
	Position  of days: 240
	NonCertified Administrator Certified Administrator NonExempt Hourly TeacherPosition type Grade to be completed by HR: DBM 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: 
Prepares monthly newsletters by gathering information, writing copy, editing, and preparing for publication;

Identifies and recruits, interviews, and completes applications of eligible children/families and maintain an active waiting list;

Provides case management to families of in D23 Collaborative while identifying/creating partnerships with community resources and developing a resource manual;

Plans, organizes, and facilitates parenting education to assist families in becoming self-sufficient.  Determines what to present at a parent meeting;

Assists families in establishing a medical/dental home;

Assists parents in arranging needed follow-up care to ensure age appropriate, up-to-date well-child care;

Advises D23 Collaborative Principals of changing demographics, community needs, and resources to ensure the program can continuously evolve to meet the needs of the community;

Completes family needs assessment and coordinates/facilitates parent program activities, child development and parent/education support for students, access to resources; provides referral for direct services; maintain a follow-up;

Collects child and family information. Implement a process of ongoing monitoring to assure initial health exams, ongoing health needs, and family engagement supports are being conducted in accordance with the program's policies, procedures, and timelines. 



	Work Hours2: 4:30
	Text1: 
	0: 
	0: 0
	1: 0

	1: 
	0: 0
	1: 0




