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HUMAN RESOURCES / EMPLOYEE CLASSIFICATION

PARAPROFESSIONAL JOB DESCRIPTION - 7039
December 1998

POSITION TITLE:
Family Involvement Assistant/Parent Specialist

REPORTS TO:
Program Administrator, Director of Federal Programs

Objective: To assist the teacher in the Early Childhood Education Project to strengthen the capacity of parents to support their children's learning and development at home.

Essential Functions:

1. Assists the teacher in providing services for families enrolled in the Early Childhood Education Project to strengthen their capacity to support their children's learning and development at home.  Assists parents in problem-solving, and moving toward/reinforcing self-sufficiency.

2. Develops and produces materials and resources for teaching teams to use during parent meetings.

3. Assists in the preparation and presentation of inservice meetings.

4. Schedules and assists in parent meetings which are held during the day, in the evening, and occasionally on Saturdays.

5. Manages and facilitates parent involvement activities for individual schools; communicates with parents about the program.

6. Plans and assists parents in developing activities that respond to their interests and the needs of their children.

7. Assists education staff in planning and arranging kindergarten transition and other types of transition for child and family.

8. Participates in processes to support families who have children with individual education plans (IEPs) and special needs. 

9. Operates office equipment, as required or requested.

10. Maintains the confidentiality of student information.

11. Attends all required scheduled staff development activities and meetings.

12. Follows established district policies and procedures.

13. Adheres to rules and/or regulations based on the specifications of the program or project.

14. Performs other duties as required or requested.

PARAPROFESSIONAL JOB DESCRIPTION - 7039
December 1998

POSITION TITLE:  Family Involvement Paraprofessional

Education/Experience: Graduation from High School, or equivalent.  Successful completion of the Basic Skills Test is required.  Two years of college with classes in early childhood development and parenting preferred.  Knowledge of the curriculum and experience working with the racial and ethnic groups represented by the district desired.  Fluency in speaking and writing Spanish preferred.

Licensure/Qualifying Standards: Current driver’s license, auto insurance, and a good driving record are required.

Performance: Compliance with established human resource and departmental policies regarding: attendance (absences, tardiness, sick leave use, and other scheduled or unscheduled absences); safety; security, disaster and other policies, procedures and practices.  Effective communication skills.

Physical/Environmental Characteristics: Essential duties are routinely performed primarily in an internal classroom or office environment, and/or within the external perimeter of a school campus which includes playgrounds.  Compliance to security and safety procedures, including use of Personal Protective Equipment (PPE), is required.

