ROCKINGHAM COUNTY PUBLIC SCHOOLS

POSITION DESCRIPTION

FORMAT DRAFT COPY

	JOB TITLE:  Title I Parent Involvement Specialist
	LOCATION:  Title I Schools Within  Division

	
	JOB CATEGORY:     Non-Classified

	IMMEDIATE SUPERVISOR:          

    Building Administrator, Director of Grants and Federal Programs                  
	PAY GRADE:             Teacher  scale

	
	FLSA STATUS:         Exempt 


GENERAL DEFINITION AND CONDITIONS OF WORK

The Title I Parent Involvement Specialist serves as both a liaison and a resource to Title I schools, teachers, parents and administrators.  The specialist performs complex professional work including program development, implementation and evaluation.
ESSENTIAL FUNCTIONS/TYPICAL TASKS
The minimum performance expectations include, but are not limited to, the following actions:

· Maintains and respects confidentiality of student and school personnel information;

· Follows federal, state and local laws, regulations and policies regarding children’s educational welfare;

· Works collaboratively with the building administrators, Title I teachers and Director of Grants and Federal Programs in addressing needs in Title I schools;

· Assists teacher(s) in planning, organizing and carrying out Title I parental involvement activities, including program newsletters;

· Encourages family participation in the Title I programs;

· Works collaboratively with the Title I teachers and Director of Grants and Federal Programs to develop screening/assessment tools for eligibility determination;

· Works collaboratively with the Title I teachers and Director of Grants and Federal Programs to develop a reporting document to communicate student progress/performance for teachers to communicate with parents;

· Works collaboratively to plan/organize effective parent involvement activities that will improve student academic achievement and school performance;

· Works collaboratively with Title I teachers to plan/organize parental involvement activities at each Title I school;

· Works collaboratively with Title I teachers and the Director of Grants and Federal Programs to develop and implement a budget for supplies needed during parental involvement activities at each Title I school and the D-PAC meetings;

· Works collaboratively with Title I teachers to organize an annual program in each Title I school for the purpose of signing school-parent compacts;

· Works collaboratively with Title I teachers and administrators to plan and implement an annual meeting in order to inform parents and solicit their input for the Annual School Improvement Plan;  

· Involves parents in the joint development and review of a written County School Board policy on parental involvement;

· Collaboratively works with administrators and Title I teachers in each school to develop a written school parental involvement policy;

· Completes an annual evaluation of the content and effectiveness of the parental involvement policy;

· Works with the Director of Grants and Federal Programs in planning, organizing and carrying out a minimum of three meetings for the Title I District Parent Advisory Committee (D-PAC);

· Compiles and disseminates information to parents about community educational opportunities;

· Distributes and compiles results of annual Title I Parent Survey and Parental Involvement Activity Participation data;
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· Takes all necessary and reasonable precautions to protect students, equipment, materials, and facilities;
· Maintains certification at the state and/or national level; assumes responsibility for professional growth and keeps materials, supplies, and skills up-to-date; 
· Models non-discriminatory practices in all activities; 
· Complies with and supports school and division regulations and policies;
· Performs related duties as assigned by the administration in accordance with the school/system policies and practices. 
KNOWLEDGE, SKILLS AND ABILITIES

Thorough knowledge of subject(s) taught; thorough knowledge of elementary, secondary or special education principles, practices and procedures; thorough knowledge of the principles and methodology of effective teaching; thorough knowledge of school division rules, regulations and procedures; ability to establish and maintain standards of behavior; ability to deliver articulate oral presentations and written reports; ability to establish and maintain effective working relationships with staff, students, administration, and parents.

EDUCATION AND EXPERIENCE

Candidate must be a graduate of an accredited college or university and possess or be eligible to acquire appropriate license(s) and/or endorsement(s) for position as required by the Commonwealth of Virginia and School Board.

SPECIAL REQUIREMENTS

Candidates must possess demonstrated leadership qualities and personal characteristics necessary for working effectively with students, staff, administrators, and parents. Candidate must possess good moral character.

PHYSICAL DEMANDS/REQUIREMENTS

Duties performed typically in school settings to include: classroom; gym, cafeteria; auditorium; and recreational areas.  Frequent walking, standing, light lifting, up to approximately 30 pounds, and occasional lifting of equipment such as audio-visual equipment weighing up to approximately 40 pounds may be required. Other limited physical activities are required.  Occasional travel with students on field trips may be necessary. Vocal communication is required for expressing or exchanging ideas by means of the spoken word; hearing is required to perceive information at normal spoken word levels; visual acuity is required for preparing and analyzing written or computer data, determining the accuracy and thoroughness of work, and observing general surroundings and activities; the worker is subject to inside and outside environmental conditions, noise and hazards. Occasional movement of students by wheelchairs and other mechanical devices may be required.  Regular instruction to special needs children may be necessary.  
Daily personal and close contact with children to provide classroom management and learning environment support is required.  Regular contact with other staff members, and parents is required.  Occasional contact with medical professionals may be required.  Frequent contact with parents by phone and in person is necessary. 
EVALUATION

Performance will be evaluated on the ability and effectiveness in carrying out the above responsibilities by immediate supervisor.

