Desc. 1400-5071

PLYMOUTH COMMUNI TY SCHOOL CORPORATI ON
JOB DESCRI PTI ON

JOBTITLE: Migrant Record Keeper / Home School Coordinator
EXEMPT: No

SALARY LEVEL: Per Classified Policy — Special Grant Aide
LOCATION: Plymouth Community Schools

REPORTSTO: Elementary Principal

LENGTH OF WORK: Nine (9) months/ year

JOB GOALS: Thesocial worker will provide servicesto studentsindividually and in groups, and to parentsto
help students become mor e successful in school.

ESSENTIAL FUNCTIONS ncludethefollowing. Other dutiesmay be assigned.
1. Providesservicesfor studentsindividually, in small groups, and in the classrooms.
2. Diagnosesproblemsand assist familiesin finding solutionsfor needs affecting the children’s education.
3. Assistsstudentsand parentsin assuming responsibilitiesfor problem solving.
4. Assistin reporting student progressto parents/guardians.
5. Respondsto concer ns of parents/guardiansin an appropriate manner.

6. Servesasliaison between the home, school and community by making home visits, and keepingirregular
hourswhen necessary.

7. Conferenceswith staff, students and parents as deemed appropriate.
8. Assist student, parents, and school staff in thetrandation of documentsand oral communication.
9. Assist students, parents, and school staff during registration of students.

10. Filesreportsasrequired by School Corporation, State of Indiana, and the federal government. Keeps
appropriaterecords.

11. Maintainsconfidentiality concer ning information about studentsand their families.
12. Practiceseffective human relationswith constituents.

13. Monitor and assist in attendance concerns.

14. Assistsin developing programsfor parent education.

15. Must maintain a positiverelationship with other staff, parentsand students.

16. Adherestorules, regulations, and procedures of the School Corporation.
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QUALIFICATION REQUIREMENTS
Toperform thisjob successfully, an individual must be ableto perform each essential function
satisfactorily. Therequirementslisted below arerepresentative of the knowledge, skill, and/or ability
required. Reasonable accommodations may be madeto enableindividualswith disabilitiesto perform
the essential functions.

EDUCATION and/or EXPERIENCE:
High school diploma or equivalent.

CERTIFICATES, LICENSES, REGISTRATIONS:
Valid statedriver'slicense - operator permit

LANGUAGE XILLS:
Ability toread, analyze, and inter pret general business periodicals, professional journals,
technical procedures, or governmental regulations. Ability towritereports, business
correspondence, and procedure manuals. Ability to effectively present information and respond
to questions from groups of teachers, parents, students, and the general public.

REASONING ABILITY:
Ability to solve practical problemsand deal with a variety of concrete variablesin situations
whereonly limited standar dization exists. Ability tointerpret avariety of instructions
furnished in written, oral, diagram, or scheduleform. Must be capable of using good judgment
in crucial situationsasit effects the school, community, and the students. Must beresponsible
and willing to initiate action necessary to complete tasksasrequir ed.

PHYSICAL DEMANDS:
The physical demandsdescribed here arerepresentative of thosethat must be met by an employeeto
successfully perform the essential functions of thisjob. Reasonable accommodations may be madeto
enableindividualswith disabilitiesto perform the essential functions.

While performing the duties of thisjob, the employeeisfrequently required to sit; use handsto
finger, handle, or feel objects, tools, or controls; reach with handsand arms; talk and hear; and
smell. Theemployeefrequently isrequired to stand and walk.

The employee must freguently lift and/or move up to 10 pounds and occasionally lift and/or
move up to 50 pounds. Specific vision abilitiesrequired by thisjob include close vision, distance
vision, peripheral vision, depth perception, and the ability to adjust focus.

WORK ENVIRONMENT:
Thework environment characteristics described here arer epresentative of those an employee
encounterswhile performing the essential functions of thisjob. Reasonable accommodations may be
madeto enable individualswith disabilitiesto perform the essential functions.
Thework environment is mainly indoorsother than routine errands.

Thenoiselevel in thework environment isusually moderate.
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TERMSOF EMPLOYMENT:
Nine monthsper year. Salary and benefitsasper Classified Policy.

EVALUATION:
An evaluation will be done on the employee's per for mance after thefirst thirty daysand then on an
annual basis.

Revised 06-02-99
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