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 Family& Community Engagement Specialist
Employee Name (Print): _______________________________________

Reports to:

Associate Superintendent Family and Community Engagement
Dept/Campus:

Central Office






Paygrade: 
PP-8
Wage/Hour Status: 
Non- Exempt






Date Revised: August 2021




This job description reflects management’s assignment of essential functions; it does not prescribe or restrict the tasks that may be assigned.

PRIMARY PURPOSE:

Plans, develops and coordinates family and community engagement programs.  Coordinate and manage the activities regarding business and community partnerships, volunteers, family engagement, Diversity, Equity and Inclusion, TEACH TISD, and after-school mentor programs.
QUALIFICATIONS:
Education/Certification:

Bachelor’s Degree
Special Knowledge/Skills:

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


Effective organizational, communication, and interpersonal skills

A thorough understanding of program management and budgeting skills


Patient and calm demeanor with students and others


Awareness and ability to access community resources


Excellent organizational, communication, and interpersonal skills 

Successful experience working with business community/public agencies desirable


Knowledge of volunteer management techniques
Experience:
Three years in a related field
MAJOR RESPONSIBILITIES AND DUTIES:
1. Work cooperatively with principals and staff to define needs regarding business partnerships, volunteers, parenting programs, and after-school programs.
2. Responsible for planning and implementation of family and community engagement programs and activities.
3. Establish and analyze goals and objectives for the business/community/school relationship.
4. Comply with policies established by federal and state laws, State Board of Education rule, and board policy.

5. Comply with all district and campus routines and regulations.

6. Participate in professional development activities to improve skills related to job assignment.

7. Maintain a positive and effective relationship with supervisors.

8. Effectively communicate with colleagues, students, and parents.

9. Solicit partnership arrangements for all schools.

10. Develop informational materials that explain and promote family and community engagement programs.

11. Evaluate partnership arrangements and make recommendations for improvements or modifications to the program.

12. Receive and facilitate a successful record of district-level parent complaints in a timely fashion.

13. Provide for two-way communication with principals, teachers, staff, parents, and the community.

14. Demonstrate skill in conflict resolution with administrators, parents, teachers, staff, and community.

15. Monitor professional research and disseminate ideas and information to other professionals.

16. Coordinate and supervise the district campus contacts.
17. Act as a liaison for campus to community requests.
18. Articulate the districts mission, instructional philosophy, and family engagement strategies to the community and solicit support.

19. Attend community events on behalf of Texarkana Independent School District.

20. Lead meetings and events in the absence or schedule conflicts of the Associate Superintendent of Family and Community Engagement.

21. Compile budgets and cost estimates based on documented needs and ensure that programs are cost effective and funds are being managed prudently.

22. Sit in on all district hearings regarding parent grievances, SecondaryDAEP placements, and expulsions

23. Coordinate and implement the TEACH TISD program. 
24. Coordinate and implement all mentor after-school programs (Boys to Men Leadership Academy, Precious Gems Social Club for Girls, Texas High School DREAM etc)

WORKING CONDITIONS:
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations will be made if necessary:

Mental Demands:

Ability to communicate (verbally and written) and maintain control under stress; 

Physical Demands:

While performing the duties of this job, the employee is regularly required to sit; stand and move throughout the facilities. Duties also require repetitive hand motions; prolonged use of computer; moderate standing, stooping, bending, lifting/transport of up to 50lbs. May be required to lift and transfer students to and from wheelchairs or assist with positioning students with physical disabilities. Frequent district-wide travel.

The foregoing statements describe the general purpose and responsibilities assigned to this job, and are not an exhaustive list of all responsibilities, duties and skills that may be required.
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