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Job Title:
ACE Family Engagement Specialist & Administrative Assistant

Reports to:
ACE Program Director

Dept. /School:
Central Administration Office


Primary Purpose:
The Family Engagement Specialist encourages family/parental involvement in the school and provides ongoing, educational programs to immediate family members, parents/legal guardians of students enrolled in the Texas ACE Program. Provide clerical or other assistance as needed to the ACE Program Director.
Qualifications:

Education/Certification: Bachelor’s Degree Preferred – Knowledge of local family and community.
Special Knowledge/Skills:

Superior communications skills; both written and oral, with all social and economic levels of the community 
Strong organizational, communication, and interpersonal skills

Patient and calm demeanor 
High Degree of computer proficiency using Microsoft Office and the ability to create fliers, brochures and newsletters

Ability to meet established deadlines
Knowledge of community and support agencies

Must be adaptable to meet the needs of the families in the program in addition to working flexible hours to accommodate work in the evening
Ability to maintain accurate and auditable records
Major Responsibilities and Duties:

1. Plan, coordinate and implement a Family Engagement Program on each campus.
2. Work in tandem with ACE Site Coordinators and reach out to and specifically arrange family engagement activities.
3. Plan and organize Family Support Service workshops.

4. Develops Family Resource Centers to check out periodicals, videos, books and education games/materials for the entire family.
5. Inform families of community resources that could provide needed assistance.

6. Promote parent and community volunteers at the center.
7. Comply with district policies and state and federal laws in regards to volunteers in schools.
8. Track and maintain family participation counts to meet Texas 21st Century Grant Requirements.
9. Develop monthly ACE newsletter.

10. Regularly update and maintain ACE Webpage, Facebook page and Remind System.

11. Implement the four strategies from the Harvard Family Research Project: 1) Support Families 2) Communicate and build trusting relationships with families 3) Develop a family-focused staff                 4) Build linkages across individuals and organizations.

12. Develop a Parental Involvement Table (PIT) at each center with valuable information about family and afterschool resources.
13. Promote the ACE program throughout the school and community.

14. Create a welcoming setting for families at each campus.

15. Make home visits to get to know families.

16. Advertise and promote the ACE program through local newspaper outlets.

17. Audit Attendance Logs from ACE Site Coordinators for accuracy at least once a semester.

18. Compile, maintain, and file all physical and computerized reports, records, and other required documents.

19. Keep an accurate, up to date inventory of ACE materials, supplies and equipment. Assist Site Coordinators with campus inventory.

20. Attend TX21st workshops as needed.
21. Maintain Confidentiality.

22. Comply with policies established by federal and state law, State Board of Education rule, and local board policy.
23. During Program hours: 3:15-6:30, report to assigned campus to assist Site Coordinators as needed.

24. Do necessary program shopping.

Working Conditions: 
Mental/Physical Demands:
Standard physical activity such as periodic standing, walking, sitting, basic motor skills to access computer files for information or simple data entry. Occasional travel along with frequent prolonged and irregular hours. Ability to communicate effectively (verbal and written); interpret policy, procedures, and data; coordinate events; maintain emotional control under stress.

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