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HUMAN RESOURCES / EMPLOYEE CLASSIFICATION

PARAPROFESSIONAL JOB DESCRIPTION - 7057
June 1998

POSITION TITLE:
Family Service Worker Paraprofessional

REPORTS TO:
Family Service Coordinator, Program Administrator, Director of Federal Programs

Objective: To assist the Family Service Coordinator in providing family and community partnership services for families enrolled in the Head Start program.  To assist parents in problem-solving, and moving toward/reinforcing self-sufficiency.

Essential Functions:

1. Assists the Family Service Coordinator in providing family and community partnership services for families enrolled in the Head Start program.  Assists parents in problem-solving, and moving toward/reinforcing self-sufficiency.

2. Assists in recruiting and enrolling children.  With the teacher, ensures vacancies throughout the year are filled by eligible children on waiting lists and/or through continued recruitment.

3. Develops rapport and maintains ongoing communication with families through center contacts, home visits, phone calls, monthly calendars, and other written materials.  

4. Assists in writing and preparing monthly parent newsletters which may be published in more than one language.

5. Assists in supporting families in moving toward self-sufficiency by assisting them in identifying personal and family goals.  Completes and monitors the family partnership agreements.  Assists parents in identifying and working with public public/private agencies whose services provide various types of assistance.  Follows up with families on the effectiveness of referrals.

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

7. Assists in training parents to conduct monthly parent meetings which include required subjects.

8. Assists parents in finding resources.  Develops current resource directory in each center for parents.  Maintains a bulletin board which posts required listings of materials.

9. Collaborates with the teacher to plan, coordinate and conduct family conferences.

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

PARAPROFESSIONAL JOB DESCRIPTION - 7057
June 1998

POSITION TITLE:
Family Service Worker Paraprofessional

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

12. Assists in locating resources to provide crisis intervention including, but not limited to, child abuse, domestic violence and emergency food and housing needs.

13. Attends relevant community meetings to keep current on available resources.

14. Encourages and trains parents to access community services and to be advocates for themselves and their children.  

15. Collaborates with health staff in ensuring and monitoring health requirements for the child and assisting family members to acquire and use medical and dental services.  

16. Assists in the recruitment of volunteers to participate in the classroom and in other activities.

17. Maintains the confidentiality of student information.

18. Completes training programs and attends meetings, as required.

19. Follows established district policies and procedures.

20. Performs other duties as required or requested.

Education/Experience: Graduation from High School, or equivalent.  Successful completion of the Basic Skills Test and demonstrated experience working with families and children.  Background in child development or a related field preferred.  Must have good writing and conflict resolution skills.  Word processing experience 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.

