POSITION DESCRIPTION
WILLMAR PUBLIC SCHOOLS

SECTION I:  GENERAL INFORMATION

	Position Title: 
Community Engagement Specialist

	 Department: 
Community Education
 

	Immediate Supervisor’s Position Title:
Early Childhood Coordinator
	FLSA Status: 
Misc Community Ed


	Job Summary:   
Community Engagement Specialist will be responsible for being our liaison for many Early Education Initiatives in house and in our Community. This person will work closely with the ECFP Coordinator to ensure our District is prepared for many upcoming Early Education opportunities that will help prepare children to enter kindergarten. 



SECTION II:  ESSENTIAL DUTIES AND RESPONSIBILITIES

	
· Internal Coach TACSEI which includes conducting monthly classroom observations for professional development using the T-POT along with program wide supports when students rise to the top of the pyramid.  Attending weekly behavior incident meetings, monthly leadership meetings, coaching webinars and annual statewide meetings.
· Internal Coach for MN Reading Corps includes training of lead teacher staff on assessment tool and fidelity of conducting assessment, training of community corps members on all aspects of position, support for lead teachers in implementation, conduct integrity checks with corps members to ensure fidelity of assessments three times a year.  Twice monthly observations of classrooms that include integrity checks on sign in procedures, repeated read aloud, interventions of visual discrimination, phonological awareness and vocabulary and oral language.  All bi-monthly observations are followed up with coaching sessions for corps members and lead teachers when necessary.  Complete bi-annual ELLCO observations and conduct team meetings to review observations for professional development of teams. 
· Internal Coach for Interventionist Mentor, train and support the work of the JLC interventionist including data analysis and intervention strategies to best suit individual student needs.  Conduct fall, winter and spring data review meetings with interventionist and lead teachers for student intervention assignments.  Hold monthly progress monitor meetings with interventionist.
· Internal Trainer: Certified trainer that enables the CES to develop and conduct local trainings for professional development of internal staff and our partners in early childhood. Both DHS and MDE trainings conducted locally including CLASS certified observer, Assessment: Gathering and Using Data and SEEDS of Early Literacy.  
· Data Management: includes the collection twice yearly of the ASQ-SE, T-POT classroom observations, Benchmarks of Quality, ELLCO and CLASS tools and the analysis of such data to support individual students, teachers and the program wide implementation of initiatives.  TS Gold- data entry to include individual profiles of all students, classroom assignments and lead teachers for all JLC programs including Satellite Sites and Growmobile LFFC partners.  Analysis of classroom data, review with teachers to support data driven instruction.  Program wide data is compiled and analysis is conducted by the leadership team including.  Data entry of assessment scores to District Early Childhood tab on Campus. 
Individual Growth and Developmental Indicators (IGDI's) are collected on all students and our satellite sites. The CES collects classroom data and compiles reports for analysis by interventionist and lead teachers.  Reports are shared with leadership team for program wide analysis and data driven instruction.
· Parent Aware- Works with scholarship management including contacting and working with local families to submit applications, education of parents to the benefits of scholarships and submitting scholarship claim forms for reimbursement.  Ensuring that all staff join the MN Professional Registry and that local trainings required for star ratings are conducted.  Consulting, mentoring and coaching satellite site staff for attaining their own Parent Aware star rating.  Attend state wide implementation retreats and meetings. Internal coach for Satellite sites including mentoring and coaching staff on curriculum, assessment, and intervention strategies.

· Work closely with the ECFP Coordinator to ensure that the District has completed the necessary steps to become either a 3/4 start rated program via the Parent Aware ratings.

· In conjunction with our ECFP Coordinator, prepare out programs to be ready for new statewide initiatives that will make us eligible to receive state scholarship resources.

· Plan with our ECFP Coordinator the efforts necessary to align our programs with the Governors/MDE 7 Point Plan related to Early Learning. In doing so we will better prepare our Early Learners for the rigor of the K-12 education thus reducing the achievement gap.

· Other duties as assigned by immediate supervisor or Community Education and Recreation Director including monthly coordinator meetings, monthly goal group meetings and special projects for WCER events and programs. 

































SECTION III:  WORK REQUIREMENTS AND CHARACTERISTICS

	
EDUCATION/KNOWLEDGE REQUIREMENT:  Minimum education required to perform adequately in position could reasonably be attained only by completing the following:

	
REQUIRED EDUCATION/TRAINING
 (choose one)
	
DEGREE INFORMATION:    
Type of degree: (B.S., M.A., etc.)
College Degree in Early Childhood Education or related filed

	

	
less than high school diploma
	

	

	
High school diploma or GED.
	
Major field of study or degree emphasis:  
Early Childhood or Parent Education

	

	
1 year college
	

	
2 years college
	

	

	
3 years college
	
X
	
4 years college
	

	

	
1st year graduate level
	
Essential knowledge and specialized subject knowledge required to perform the essential functions of the job:


	

	
2nd year graduate level     
	

	

	
Doctorate level
	




	
Required Work Experience in Addition to Formal Education/Training:


	

	
LICENSE/
CERTIFICATION
	
Identify licenses/certification required upon hiring:  
[bookmark: _GoBack]MN Teaching License in Early Childhood, Parent Education or related filed. 



	
ESSENTIAL SKILLS REQUIRED TO PERFORM THE WORK  

	
Skilled in:




	
RESPONSIBILITY FOR DIRECT SUPERVISION OF THE FOLLOWING POSITIONS 


	
	
Titles of Positions Directly Supervised
	
# of Employees

	
	

	


	
TOTAL
	




	
INDIRECT SUPERVISION:

	
Number of employees indirectly supervised:
  
	
Total: 






	HAZARDOUS WORKING 
CONDITIONS:  The essential duties of the work are performed under various physical hazards or environmental conditions noted
	Unusual or hazardous working conditions related to performance of duties:





	
	PHYSICAL JOB REQUIREMENTS: Indicate according to essential duties/responsibilities

	
Employee is required to:
	
Never
	
1-33%
Occasionally
	
34-66%
Frequently
	
66-100%
Continuously

	
Stand
	

	

	
x
	


	
Walk
	

	
x
	

	


	
Sit
	

	
x
	

	


	
Use hands dexterously (use fingers to handle, feel)
	

	

	
x
	


	
Reach with hands and arms
	

	
x
	

	


	
Climb or balance
	

	
x
	

	


	
Stoop/kneel/crouch or crawl
	

	
x
	

	


	
Talk or hear
	

	

	
x
	


	
Taste or smell
	

	
x
	

	


	
Physical (Lift & carry):                                               up to 10 pounds
	

	

	

	
x

	
up to 25 pounds
	

	

	
x
	


	
up to 50 pounds
	
	
	
x
	


	
up to 75 pounds
	x
	

	

	


	
up to 100 pounds
	x
	

	

	


	
more than 100 pounds
	x
	

	

	




	
	PHYSICAL JOB REQUIREMENTS: Indicate according to essential duties/responsibilities

	
Physical requirements associated with the position can be best summarized as follows:

Light Work: 






SECTION IV:  CLASSIFICATION HISTORY AND APPROVAL

	
This Position Description reflects an accurate and complete description of the duties and responsibilities assigned to the position.

__________________________________________________		____________________
Department Head’s Signature								                              		Date


Classification History:

D-6-2  (updated January 2015)


  Date Board Adopted:__________________
	




