POSITION DESCRIPTION
WILLMAR PUBLIC SCHOOLS

SECTION I:  GENERAL INFORMATION


	Position Title:  
Child Guide
	 Department:
[bookmark: _GoBack] Community Education

	Immediate Supervisor’s Position Title:
Director of Community Education
	FLSA Status: 
Non-Exempt

	Job Summary:
Provides information and resource connections for elementary age children and their families enhancing life and learning experiences, Work is performed under the supervision of the Director of Community Ed and Rec. 



SECTION II:  ESSENTIAL DUTIES AND RESPONSIBILITIES

	· Determines individualized and group needs of students
a) Meets with staff, students, and families to determine needs of students. 
b) Collaborates with staff and community members to gather information about programs and resources available to assist students do better academically and socially.

· Connects students/families with programs/services
a) Communicates with staff, students, and families to share information about resources available to assist students do better academically and socially. 
b) Establishes rapport with families by communicating with them and connecting them with district and community services.

· Assists in program delivery
a) Recruits and supervises volunteers to assist in connecting students and families with resources
             aimed at assisting students achieve.
b) Plans and coordinates events that communicate programs and resources available to students
c) Develops and implements student support groups that focus on providing student awareness of programs and resources available.
d) Initiates and helps establish needed resources to assist students achieve.
e) Records data and prepares reports as needed regarding program participation, costs, evaluations, etc.
f) Collects and shares resource information.
g) Prepares forms, surveys, brochures, information sheets, etc. to explain programs available or gather information about program success. 
h) Supervises students in school settings when attending events.
i) Participates in community committees and activities

· Participates in in-service training programs, workshops and seminars and other meetings, as assigned.

· Performs other related duties within the scope of the position as assigned or requested to contribute to the efficient operation of Willmar Public Schools. 





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.)
High school graduate or equivalent

	

	
less than high school diploma
	

	
 x
	
High school diploma or GED.
	
Major field of study or degree emphasis:  

General

	

	
1 year college
	

	
2 years college
	

	

	
3 years college
	

	
4 years college
	

	

	
1st year graduate level
	
Essential knowledge and specialized subject knowledge required to perform the essential functions of the job:
· General knowledge of the practices, methods and techniques used in the teaching of elementary age children.
· General knowledge of district and community programs aimed at elementary age children

	

	
2nd year graduate level     
	

	

	
Doctorate level
	




	
Required Work Experience in Addition to Formal Education/Training:
· Experience in working with the school system preferred.


	

	
LICENSE/
CERTIFICATION
	
Identify licenses/certification required upon hiring:  
Valid Minnesota driver’s license.



	
ESSENTIAL SKILLS REQUIRED TO PERFORM THE WORK  

	
Skilled in:
· General knowledge of the developmental assets of a child.
· Ability to maintain confidential files and information to compile reports.
· Ability to deal effectively with students, teachers and professionals outside the school system.
·  Ability to establish and maintain effective working relationships with teachers, parents, students, professionals and the general public.
· Ability to communicate effectively, both verbally and in writing, with students, families, co-workers, and outside agencies.
· Ability to use modern office equipment and related software.



	
RESPONSIBILITY FOR DIRECT SUPERVISION OF THE FOLLOWING POSITIONS 


	
	
Titles of Positions Directly Supervised
	
# of Employees

	
	

	


	
TOTAL
	
0



	
INDIRECT SUPERVISION:

	
Number of employees indirectly supervised:
  
	
Total: 
0

	
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:

· Normal classroom environment – work is typically performed in an inside, temperature-controlled environment. 
· Work may require long hours including early morning, evening, and weekend activities.
· Business travel is required. 
· Position duties include meetings in student homes




	
	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: This work is sedentary and requires little to no exertion of force; work regularly requires sitting, frequently requires walking, speaking or hearing and repetitive motions and occasionally requires standing; work has no special vision requirements; vocal communication is required for expressing or exchanging ideas by means of the spoken word; hearing is required to perceive information at normal spoken word levels; work requires preparing and analyzing written or computer data, operating motor vehicles or equipment and observing general surroundings and activities; the worker is subject to inside and outside environmental conditions and may be exposed to blood borne pathogens; work is generally in a moderately noisy location (e.g. business office, playground, classroom, light traffic). 





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:

Description Created December 2010


  Date Board Adopted:__________________
	



This description describes the general nature and work expected of an individual assigned to this position. Employees may be required to perform other job-related duties as requested by their supervisor. All requirements are subject to possible modification to reasonably accommodate individuals with a disability.

