


and issues, accessing services, and enhancing the educational well-being of students.
Compose, distribute, and respond to a variety of correspondence related to assigned liaison and support
services; initiate and receive telephone calls; schedule and arrange various student, parent and other
appointments as assigned; schedule, arrange and conduct home visits.

Contact parents or guardians to discuss student needs, issues and progress and provide assistance in
meeting
student goals and objectives; follow up on student issues, progress and problems with staff, teachers, and
others to assure needs are being met; assist in conducting surveys to obtain feedback from parents.

Assist both English speaking and non-English speaking families with applying for and enrolling in
various programs and services; distribute, explain, and assist families with completing required forms and
applications.

Compile information and prepare and maintain a variety of records and reports related to student,
families, programs, referrals and assigned activities; establish and maintain filing systems; assure timely
and accurate data collection for evaluation and reporting of client and service information.

Maintain and update library of resource, reference, and informational materials; order, receive and
maintain adequate inventory levels of materials; research and locate reference materials and information
for parents as needed.

Establish and maintain partnerships with community agencies to facilitate and enhance support services
for students and families; assist
or ngorslecilommunityions.
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Type or input data at an acceptable rate of speed.
Understand and follow oral and written instructions.
Meet schedules and timelines.
Provide quality customer service.
Communicate effectively both orally and in writing.
Establish and maintain cooperative and effective working relationships with others.

EDUCATION AND EXPERIENCE:
Any combination equivalent to graduation from high school and one year of experience working with
students or families in a social services or educational environment and experience translating materials
and interpreting in English and a designated second language.

LICENSES AND OTHER REQUIREMENTS:
Valid California driver’s license. Maintain qualification for automobile insurance coverage. Possession of
a certificate in cardiopulmonary resuscitation (CPR), and first aid from an EMSA certified provider.

WORKING CONDITIONS:

ENVIRONMENT :
Office environment.
Constant interruptions.
Driving a personal vehicle to conduct work.

PHYSICAL DEMANDS:
Dexterity of hands and fingers to operate a computer keyboard.
Hearing and speaking to exchange information in person and on the telephone.
Sitting or standing for extended periods of time.
Seeing to read a variety of materials.
Bending at the waist, kneeling, or crouching to file and retrieve materials.

CLEARANCES:
Criminal Justice Fingerprint /Background
Tuberculosis
Pre-placement Physical and Drug Screen
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