POSITION DESCRIPTION
WILLMAR PUBLIC SCHOOLS

SECTION I:  GENERAL INFORMATION

	Position Title:
ICU Liaison
	 Department:
 Misc.

	Immediate Supervisor’s Position Title:
Building Principal
	FLSA Status: 
Non-Exempt

	Job Summary:
Empowers students to ensure completion of every assignment and utilizes the ICU list daily.  Is the link between students, teachers and administrators to guarantee every student receives the extra time and help needed to be successful.  



SECTION II:  ESSENTIAL DUTIES AND RESPONSIBILITIES

	
· Works with the ICU list daily to seek out problems or issues for students in life and/or assignments.
· Communicates with parents regarding student academic status and completion of quality work.
· Works with guidance counselors and administrators regarding academic status of student.
· Creates daily plan of action to aid students in the completion of missing or non-quality work.
· Coordinates student-parent-teacher-administrator communications while focusing everyone on the goal of completing quality assignments and learning 
· Anticipates obstacles with student success and strives to overcome them.
· Works with stakeholders to mediate misunderstandings and clarify goals, processes, expectations and results.
· Encourage students to complete work while getting to know students needs on an individual basis.  Supports students with needs and helps to seek out additional resources if necessary.
· Help to determine solutions for individual problems regarding student success.  Works closely with all stakeholders (student, parents, teachers, guidance counselors, and administrators) to ensure problem resolution and student success.
· [bookmark: _GoBack]Other duties as assigned or delegated.




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.)


	

	
less than high school diploma
	

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


	

	
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:
· Knowledge of the local educational system.
· Knowledge of educational resources.
· Knowledge of the Campus system.
· Knowledge of computers including using Microsoft Office Suite.

	

	
2nd year graduate level     
	

	

	
Doctorate level
	




	
Required Work Experience in Addition to Formal Education/Training:
· Experience in working with the school system (preferably has or had a child in the school).
· Willingness to work irregular and evening hours.

	

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



	
ESSENTIAL SKILLS REQUIRED TO PERFORM THE WORK  

	
Skilled in:
· Demonstrated ability to work as an effective team member.
· Understanding of diversity and family culture.
· Excellent communication skills with all stakeholders.
· Great tenacity and belief that the student work can be done.
· Being proactive and anticipating needs or problems.
· Demonstrated ability to work with Campus using functions such as assignments, grades, attendance, etc.
· Applying and using word processing applications, spreadsheet applications and database applications
· Demonstrated ability in organization and performing work assignments requiring attention to detail, precision and accuracy.



	
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 the stamina and capacity required by long hours including early morning, evening, and weekend activities.




	
	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 requires the continuous exertion of up to 10 pounds of force and frequent exertion of up to 25 pounds of force; work regularly requires walking, frequently requires standing, speaking or hearing and repetitive motions and occasionally requires sitting and using hands to finger, handle or feel; 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 and observing general surroundings and activities; work has no exposure to environmental conditions; work is generally in a moderately noisy location (e.g. business office, playground, classroom).






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 June 2010

Band/Grade:  B-2-3  (updated January 2015)


  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.

