JEMEZ MOUNTAIN SCHOOLS

P.O. Box 230

GALLINA, NEW MEXICO  87017
JOB DESCRIPTION

JOB TITLE: 
Community Liaison
DEPARTMENT: 


???? 

SUPERVISOR: 

Reports to:

      Program Director and Principal (Shared Responsibility)

General Supervisor – Superintendent of schools

JOB GOAL: 

To assist in promoting and developing a Home-School Relationship Program that will serve to enrich the social, recreational and educational life of students, parents and community citizens.

PERFORMANCE RESPONSIBILITIES:

The person holding this position must be able to:

· Make home visits as necessary and as directed and serve as liaison between students, parents, staff and community agencies in promoting goals and objectives of the Program.

· Meet with parents of students to discuss their children’s participation and performance in school.

· Assist and recruit parents and other members of the community in developing and carrying out programs of interest which serve to reinforce cultural appreciation.

· Participates in Parent Advisory Council (PAC) meetings.

· Document activities of parent/community involvement in program.

· Determine needs of students as expressed by parents and make instructional staff aware of their needs through the Director.

· Assist school personnel in promoting and interpreting the goals and objectives of the program.

· Organize, prepare and distribute weekly calendar of school and community activities to take place on school facilities.

· Work cooperatively with community agencies and utilize available services in promoting the objectives of the program.

· Disseminate information to staff and community on on-going programs, activities and future goals.
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· Assist and interact with students, in small groups, with reinforced support instruction and/or activities.

· Administer the IPT Assessment.

· Attend board meetings at the request of the Superintendent or his/her authorized designee.

· Perform other assigned tasks as may be deemed appropriate and necessary by the supervisor(s).
MINIMUM QUALFICATIONS:

Experience/Education:

· High school diploma or successful completion of the General Education Development (GED) Test;

· Preferably university or college credit hours in Social Work or related areas

· Preferably experienced in community services in a rural setting.

· Must be proficient in English and Spanish;

· Must have a current New Mexico Driver’s License;

· Other qualifications determined to be necessary by the Board.
Skills/Knowledge:

· Dedication to promoting Home-School relationships that will serve to benefit students.
Physical Requirements:

· Must have a vehicle for transportation;
· Sitting, standing, lifting and carrying (up to 50 lbs.), reaching, squatting, kneeling and moving light furniture may be required.
Environment/Scheduling:

· Must be able to work within various degrees of noise, temperature, and air quality. Interruptions of work are routine. Flexibility and patience are required. Must be self-motivated and able to complete job assignments without direct supervision.  After hour work may be required.  May make site or home visits when needed and appropriate.
WORK SCHEDULE:
Contract Days:   ????  Work schedule and hours to be established by the Board of Education on an annual basis, through the recommendation of the Superintendent.


Hours Per Day:  ????  
Salary:                To be established by the Board of Education on an annual basis,     through the adoption of Salary Schedules.
Community Liaison          Page 2 of  3              Jemez Mountain Schools            July 2010

EVALUATION: 
· Performance of this job will be evaluated in accordance with provisions of the adopted board policies. To be evaluated by the Principal and Program Director.

This job description for Community Liaison is effective upon receipt.  This job description may be revised at any time in response to needs of the District.
EMPLOYEE ACKNOWLEDGMENT OF RECEIPT AND UNDERSTANDING

I acknowledge that I, ____________________________________________, (please print your name), have read and understand the job description for Community Liaison.

I further acknowledge that I can and have been given the opportunity to ask questions to clarify matters I do not understand.  I understand the job duties and requirements of the position, and certify that I am able to perform these duties without accommodation.  If I require accommodation to complete these job duties in the future, I agree to inform my supervisor immediately.  I also agree to follow district safety rules and accident prevention procedures, and will observe the limitation on lifting identified in this document.





_________________________________________________





Employee ( Print Name)





_________________________________________________





Signature





_________________________________________________





Date

Approved By: _______________________________Date:______________

Principal

Approved By: ______________________________ Date: _____________

Program Director
Community Liaison      Page 3 of  3        Jemez Mountain Schools     July 2010
