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Parent Education Assistant

Basic Functions

This position will assist with parent education and childcare for Family Centers. While under close
supervision of the Director of Child Development, this position will also maintain the Family
Centers program materials and facilities.

Representative Duties

Essential Duties:

Attend trainings for parent education; prepare and present parent education programs.

Assist with supervision of children during parent presentations by outside consultants.

Train parents on use of the Internet for job searches, student homework resources, and help lines.

Maintain and check out Family Center materials; work with computer programs for Preschool
Readiness.

Arrange for special parent education programs.

Coordinate parent education programs with input from the site administrator.
Research and access community resources.

Coordinate child activities with parents and family members.

Other Duties:

Perform related duties as assigned.

Knowledge and Abilities

Knowledge Of:

Basic instructional methods and techniques.

Policies and objectives of assigned program and activities.
Interpersonal skills using tact, patience, and courtesy.

Health and safety regulations.

Correct English usage, grammar, spelling, punctuation, and vocabulary.
Oral and written communication skills.

Basic First Aid techniques.
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Parent Education Assistant - contd.
Ability To:

Understand and follow oral and written instructions;
Communicate effectively both orally and in writing;

Prepare and present parent education programs and materials;
Supervise young children;

Use computer programs, email, and access Internet resources;
Coordinate community resources and partnerships;

Schedule outside parent education speakers;

Maintain an orderly and inviting learning environment.

Education and Experience

Any combination equivalent to: graduation from high school with some ECE unit preferred.
Some experience with childcare and/or parent education programs are preferred, such as the ability
to speak, read and/or write in a second language.

Working Conditions

Environment:

Classroom environment.

Physical Demands:

Dexterity of hands and fingers to work with children and operate related classroom equipment.
Hearing and speaking to exchange information.

Sitting or standing for extended periods of time.

Lifting and carrying, pushing and pulling moderately heavy objects.

Hazards:

Contact with body fluids.
Contact with dissatisfied or abusive individuals.
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