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DEFINITION 

This is a district supplemental services position responsible for providing direct services to Migrant Students. Under the direct supervision/direction of the State and Federal Projects Coordinator and general supervision of the Principal and Assistant Principal, facilitates the implementation of the Migrant District Service Agreement and provide a variety of supportive services to students, parents, and staff. This position is intended to support activities that increase student achievement. This individual assists with parent-home communication. 

DUTIES
Provides general assistance to the State and Federal Projects Director as necessary to meet the specialized needs of Migrant Program students by implementing the Migrant District Services Agreement; Assists with communications with Migrant students and parents including, but not limited to, telephone contacts, conferences, informational brochures, and program flyers, as directed by the State and Federal Projects Coordinator ; Assists in the identification of all Migrant students and refers new families for recruitment; Provides verification of eligibility forms to help ensure students have access to appropriate services including, but not limited to, free and reduced lunch, health services, and supplemental educational services; Monitors student progress and ensures that students in danger of failing meet with their counselor and / or teacher; Assists teachers with Portable Assistance Study Sequence Program (PASS) contracts and monitors for student progress; Provides Migrant students with PASS contract materials, and tutoring and testing information;  Provides data to students, parents, teachers, and counselors regarding student progress with the PASS Program and coordinates with registrar to verify official transcript of PASS contracts are received and posted upon completion;  Disseminates information, distributes/collects documents and assists in recruiting Migrant students for participation in Migrant Work Study Programs sponsored by Migrant Education; Attends Student Study Team meetings for migrant students as needed;  Assists with the coordination and implementation of Parent Advisory Council meetings; As directed by supervisor, generates lists of students meeting specified achievement criteria and schedules meetings with groups or individual students; Merges Migrant student data with the Individual Learning Plan and ensures they are mailed to parents and filed, as appropriate; Distributes Migrant student data to teachers, counselors, and administrators for monitoring purposes as needed; Assists with providing necessary data for the Supplemental Report as required by the Regional Office; Refers students to supportive agencies including, but not limited to, counselors, school psychologists, and family resource center;  Translates between Spanish and English for Migrant students, Migrant parents, and school staff related to Migrant program;  Participates in training and attends Migrant Program meetings as required by the district;  Assists with recruitment for region sponsored events;  Performs other related duties as assigned. 

MINIMUM QUALIFICATIONS
KNOWLEDGE: 
Strong interpersonal and communication skills; computer skills research methods; proper English grammar, vocabulary, and composition; organizational skills; history of positive working relationships with groups and individuals, 

ABILITIES:  
Types accurately at 30 net words per minute; operates a computer, calculator, and copy machine. Performs repetitive tasks with a high degree of accuracy and speed.  Ability to speak, read, and write Spanish proficiently as measured by a district developed assessment of Spanish fluency. Reads and understands laws, directives, and policies related to Migrant Education Program. Ability to work independently with minimal supervision; follow oral and written directives, deal effectively with a wide variety of personalities and situations; and communicate accurately the relationship of the Migrant Education program to the educational goals of the district.

EXPERIENCE: 
Successful experience in working with students and parents, preferably including at least one year working in the public school system and/or two years of general clerical experience. Experience working with Migrant  students and parents highly desirable. 
EDUCATION: 
High School diploma or equivalent required; two years of study (48 semester unites) at an institution of higher education or A.A. Degree or higher. 
OTHER:
Possess a valid California vehicle operator’s license. 

NORMAL TERMS OF SERVICE 

Three to six hours per work day, ten months per year, multiple school sites. 
IMMEDIATE SUPERVIOR(S)

School Principal 

School Assistant Principal 

State and Federal Projects Coordinator  
REPORTING SUPERVISOR 

State and Federal Projects Coordinator  
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