FAMILY INVOLVEMENT SPECIALIST

Job Overview

The job of the Family Involvement Specialist was established for the purpose/s of enhancing success of non or
limited English

speaking students; enlisting parental involvement in students' educational programs and school site activities;
providing translations

of written material and verbal exchanges; and facilitating positive parent, school and student relationships.

This job reports to the School Site Principal.

Essential Functions

o Assesses family and student needs for the purpose of developing an action plan to remove barriers to
student success.

e Assist parents in locating and enrolling in skill development courses (e.g. ESL classes, nutrition /
cooking, computer training) for the purpose of promoting parental effectiveness and student
achievement.

e Orients students and families for the purpose of establishing familiarity with program, services and
required processes and/or assisting them in assimilating into the culture.

e Provides direct assistance to families with parents on behalf of the school (e.g. attendance and
homework issues, available programs/services, completing paperwork, etc.) for the purpose of
emphasizing school priorities and/or ensuring that an ongoing partnership between the home and
school is formed.

e Provides tutoring assistance, as needed, to assist students who speak a second language with
academic/educational support.

e Confers with teachers, parents and/or appropriate community agency personnel (e.g. Social Services,
health department, etc.) for the purpose of assisting in evaluation of students' progress and/or making
appropriate referrals.

e Collaborate with support teams to develop programs and partnerships which address the needs of
students and families for the purpose of providing needed assistance.

¢ Organizes, facilitates, and translates/interprets meetings, workshops and other parent/leadership
activities for the purpose of facilitating communication and conveying/gathering information required to
perform functions.

o Meets regularly with school staff to share expertise (academic goals; family programs, events and
opportunities, etc.) to maintain communication between families, community partners, schools and
other personnel.

o Conducts surveys and gathers a variety of data to strengthen parent-school partnerships and to use in
the development of high-quality training sessions.

e Develops and provides high quality training sessions and workshops to families based on needs
assessment and goals of the school/District.

e Collects documentation to ensure Federal compliance and works closely with ESEA program
specialists to promote family and community programs.

e Responds to a variety of inquiries for the purpose of providing information, facilitating communication
among parties and/or providing direction.

Other Functions
Performs other related duties as assigned for the purpose of ensuring the efficient and effective functioning of
the work unit.
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Working Environment

The usual and customary methods of performing the job's functions require the following physical demands:
some lifting, carrying, pushing, and/or pulling; some stooping, kneeling, crouching, and/or crawling; and
significant fine finger dexterity. Generally, the job requires 50% sitting, 25% walking, and 25% standing. The
job is performed in a generally hazard-free environment and in a clean atmosphere.

Qualifications
Minimum experience: Job related experience is preferred.

Minimum education: High School diploma or equivalent.

Reguired Testing: Regquired Certificates and/or Licenses: FLSA Status:
Pre-Employment Drug & Alcohol None Specified Non-Exempt
Screening
Continuing Education/Training: Clearances: Employee Type:
None Specified Criminal Justice Fingerprint/Background Classified
Clearance

Pursuant to the Williamson County Board of Education’s policy of non-discrimination, Williamson County Schools does not
discriminate on the basis of race, color, religion, age, sex, national origin, disability status, genetic information, protected
veteran status, or any other characteristic protected by federal, state or local laws in its policies, or in the admission of,
access to, treatment, or employment in its programs, services, or activities.
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