
JD - BLANK FORM

file:////cesfs/staff/negrete/3110.htm[8/22/2020 11:48:48 AM]

Phoenix Union High School District No. 210
4502 North Central Avenue

Phoenix, Arizona  85012
 

Equal Opportunity Employer
 

 
    
POSITION TITLE: Community Outreach Specialist DIVISION: Instructional Services

WORK YEAR: 10 Months DEPARTMENT: Administration

LOCATION: Metro Tech SALARY SCHEDULE: Support Services
    

 
 
 
DEFINITION:
 
The Community Outreach Specialist shall be primarily responsible for assisting in the facilitation and implementation of the goals and objectives
related to the enrollment and retention of students in Metro Tech High School.  Perform job related duties as assigned.
 
 
ESSENTIAL FUNCTIONS:
 

1.           Assist the Magnet Program Recruiter and the Metro Tech staff in the preparation and dissemination of recruitment information and
enrolment of students from any (elementary and secondary) schools.

2.           Provide support and assistance to students, parents, and the school community to help ensure student success.

3.           Provide assistance with communication process between school, staff, students and parents regarding enrollment, transitional needs to
Metro Tech, attendance, grades, and other issues related to student success (via phone and/or mail).

4.           Prioritize workload to meet established as well as changing deadlines.

5.           Maintain records of all contacts and efforts of contact with students and parents for reports as requested in grant requirements.

6.           Assist in parent participation in the school thru parent organizations and encouraging parental involvement in the site-based shared
decision making process.

7.           Assist in the coordination of workshops for parents on topics such as careers in the future, financial aid for post-secondary education,
problem-solving, and effective teen/parent communication techniques.

8.           Assist in the development of outreach strategies and activities to promote parent involvement.

9.           Assist in identifying and working collaboratively with the business partners, community, parent volunteers, post-secondary institutions to
participate in the school program.

POSITION TITLE:                                COMMUNITY OUTREACH SPECIALIST
 
 
 
 
QUALIFICATIONS:
 

1.           High school diploma or GED.

2.           Ability to read, write and speak Spanish fluently.

3.           Experience in maintaining and organizing records and data.
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4.           Ability to type/key accurately at a rate required to accomplish duties effectively/efficiently.

5.           Experience in performing general clerical duties.

6.           Experience with variety of computer hardware and software.

7.           Ability to interact with the public and communicate effectively orally and in writing with all staff, students and community.

 
 
SUPERVISION RECEIVED:
 
Principal
 
 
 
SUPERVISION GIVEN:
 
None
 
 
 

PREPARED BY: REVIEWED BY: REVIEWED BY: JOB NUMBER: EFFECTIVE 
DATE:

R. Perez CEA Employee Relations 3110 02/19/99
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