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Special Assignment Aide for Partners in Education
Reports To:
Campus Principal 
Dept/Campus:
Assigned Campus




Paygrade: Para-2
Wage/Hour Status: 
Nonexempt
PRIMARY PURPOSE / FUNCTION:

To assist the Director of Community Involvement and campus principal in the establishment of the relationship between parents, teachers, volunteers and community partners at the campus providing them with programs and materials designated to increase family and community involvement.  It is the goal of the Campus Contact to be an advocate for parents and the school’s link to providing a friendly, warm and receptive school environment.  They should establish sites on campus where parents can feel welcome, seek out parenting information and attend parenting workshops.

QUALIFICATIONS:
Education/Certification:
High School Diploma or GED

Two years of college education preferred

Special Knowledge/Skills:

Ability to use personal computer and software to develop spreadsheets, databases, perform word processing

Proficient skills in typing, word processing, and file maintenance
Effective organization, communication, and interpersonal skills
Calm and patient demeanor
Experience:
Two or more years advanced secretarial/clerical experience with extensive contact with people.
MAJOR RESPONSIBILITIES AND DUTIES:

1. Model daily positive attitude related to all customers.

2. Coordinate retention and recruitment of school volunteers under the guidance of the Director of Community Involvement and the school principal.

3. Compile and maintain database of community volunteers/partners and parent volunteer.

4. Contact business partners and coordinate meetings of business partners and principal.

5. Contact business partners and parents by phone and/or mail regularly.

6. Distribute and collect all volunteer applications.

7. Attend all VIPS meetings.

8. Attend monthly Campus Contact meetings.

9. Report all campus donations to Director of Community Involvement (i.e. money, time, materials, etc.).

10. Develop and maintain records of district/school parent conferences and meetings, distinguishing between regular teacher/parent conferences and Meet the Teacher, Grandparents Coffee, and Doughnuts for Dads, etc.).
11. Responsible for coordinating decorations for PIE dinner.

12. Develop and maintain PIE bulletin board.

13. Assist counselors in Practical Parenting Education workshops.

14. Schedule and coordinate all volunteers for campus activities. 

15. Maintain records of volunteers and volunteer hours.

16. Coordinate materials for volunteers with classroom teachers.

17. Accept extra assignments with a positive attitude.

EQUIPMENT USED:
Computer, typewriter, printer, fax machine, copier and PBX telephone system (if applicable).

WORKING CONDITIONS:
Mental Demands:

Ability to communicate effectively (verbal and written); maintain emotional control under stress

Physical Demands:
Prolonged use of computer; repetitive hand motions; ability to lift 50 lbs.; occasional irregular work hours
The foregoing statements describe the general purpose and responsibilities to this job and are not an exhaustive list of all responsibilities, duties and skills that may be required.
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